National Business Show and Office Week Forums, at 
Grand Central Palace, New York, week of October 
24th. Story page 35. 
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By invitation ~ 


associate manufacturers 


of the 
Grand Rapids Furniture 


Makers Guild, } 


iets FURNITURE is a primary essential in the development of any important 


a executive office. FINE FURNITURE possesses a unique quality of radiating the 
judgement, character and integrity of those who recommend its use . . . as well as 
of those who use it. FINE FURNITURE has been the honored product ol the 


designers and craftsmen of STOW AND DAVIS for more than lilty years. You 


aa 
wo 7 eas 


should acquaint yoursell with the extensive group of executive desks, tables and 


chairs, both Traditional and Modern, currently ollered. Write for information. 


STOW & DAVIS FURNITURE COMPANY 


EXECUTIVE FURNITURE MANUFACTURERS 


80 FRONT AVENUE S. W. © GRAND RAPIDS 4, MICHIGAN 
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vitation — 
thac turers 
of the 


F urniture 


rs Guild, ' 


want 50 copies 


of The sales program 
ready by noon / 


SECRETARY: “But Mr. Black, we can never get 
them typed and checked in that time!” 


BOSS: “Don't type them individually. Use the 
duplicator instead and you can run off the whole 
job in half an hour.” 


When you get a hurry-up call for several typed it is an exceptional economizer of contact fluid. You 
copies of a job, there’s no need to throw your typists can get Hammermill Duplicator in white and 6 
into a turmoil to get carbon copies. Put your dupli- pleasing colors. 
cator to work, and have one girl run off all the copies Test Hammermill Duplicator in your own office. 
you need on Hammermill Duplicator paper. The job We’d like you to test Hammermill Duplicator in your 
takes practically no time at all, because there’s only own office—free. Simply attach the coupon below to 
one typing and one checking ...and every copy is your business letterhead and mail it to us for the 
accurate. 100-sheet trial packet, and a sample book of Hammer- 
By using Hammermill Duplicator you get more mill Duplicator. If you’d like, we'll also send you a 
clear copies from every master sheet. It runs well on copy of ‘Duplicator Facts,’’ the Hammermill idea- 
either gelatin or spirit machines. And when used with book that contains a handy time-saving check-list 
Hammermill Master Paper on the spirit duplicator, for improving your duplicator work. 


r— 


LOOK FOR THE WATERMARK ...ITIS 
HAMMERMILL’S WORD OF HONOR TO THE PUBLIC 


Send coupon today for FREE Test Packet 


Hammermill Paper Company, 
1471 East Lake Road, Erie, Pa. 


Please send me— FREE —a sample packet of Hammermill 
Duplicator sheets and a sample book. (Check here |] if you'd 
like a copy of ‘Duplicator Facts.’’) 


Name 


Position 


(Please attach to, or write on, your business letterhead) OM-OC 
—_es ee ee ee ee ee ee ee ee 
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second ‘century 
of leadership 


.--with a - 
products evolved, out of 
the unmatched skil of 
OS ee . generations of pen 
In varieties, lead straéngths 
i olirads | f fime- and colors custom- | 
tailored for utmost 


fic < shoric fc ae q efficiency in use. 


featured in Look, 
e, Colliers, 
iness Week. 


guide of 286 profitable 
dea for saving time. Send g xy 


EBERHARD FABER 


PENCIL co., Dept. Om-10, 
37 Greenpoint Ave., Brookyn 22, N. Y. 


Please send my FREE idea guide, ‘COLOR SYSTEMS IN 
BUSINESS’ 


TRAGE MARKS AIS., U. S. PAT. OFF. 


GUARANTEED Mncests 
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Elektro, Westinghouse robot. 


Robots for the Office? 
*% ITIS VERY PLEASANT to note that the engineers who 
devise and the manufacturers who produce the marvelous 
electronic machines which are speeding up computation for 
science and industry are careful to emphasize that, epoch- 
making as these man-made “electric brains” are, they are 
still only tools to do the bidding of human brains. 

In an age of mechanical and electrical wonders, the office, 
always alert to the merits of mechanization, is destined to 
see still more of its tasks performed by machines. And it is 
inevitable that here and there in the office world there should 
be some persons in jobs of importance who have jumped to 
the conclusion that it is machines rather than people which 
are of most importance in the handling of the work of the 
office. To these executives, office labor of robot character 
seems a desirable thing in a day when machines can do 
so much. 

A man with a microphone can make Elektro, the West- 
inghouse robot, recently dusted off after some years’ retire- 
ment, do twenty-six tricks, including delivering a speech and 
smoking a cigarette. But he still is not worth the smallest 
salary in an office, best of robots though he may be. 

Machines work because there are people behind them, and 
any tendency to degrade those who operate machines to 
machine level helps defeat the very purpose of the machine. 
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MAKE 140 BRIGHT COPIES A MINUTE 


OF ANYTHING TYPED, WRITTEN °® DRAWN 


e--no stencils, no mats, no inking, no makeready 


DITTO .: 
D-10 


DIRECT PROCESS 


HUNDREDS OF 

USES (a vennins 
* SALES LETTERS \ Se 
* BULLETINS 
* MAPS i's 


ee 
low ba PMP PB 


© PRICE SHEETS 


* QUOTATIONS, 
~ BIDS 


* POSTCARDS 

* ESTIMATES 

*® BLANK FORMS 
* SKETCHES 

* STATEMENTS 

* STOCK LISTS 

* SPECIFICATIONS 
® GRAPHS 

® CONTRACTS 

* MUSIC SCORES 
* HOUSE ORGANS 
* NOTICES 

* RADIO SCRIPTS 
* DRAWINGS 


* EXAMINATION 
QUESTIONS 


* NEWS RELEASES 
* LESSON SHEETS 
* REPORTS 
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“LIQUID” DUPLICATOR 


The new Ditto D-10 provides the quickest, 
most economical and the most satisfactory 
way to make copies. It’s ready for imme- 
diate use—no stencil to cut, no type to set, 
no inking, no makeready. 

It copies directly from the original writ- 
ing, typing or drawing; one, two, three or 
four colors in one operation; 140 or more 
copies per minute; on varying weights of 
paper or card stock; 3” x 5" up to 9” x 14” 
in size. 

PRINTS IN ONE TO FOUR COLORS AT ONCE 
The sleek lines of the D-10 proclaim worth- 
iness within. It has smooth, balanced action. 
It has wear- and corrosion-resisting stain- 
less steel parts. With “Magic” Copy Control 
it prints each copy brightly. Sure and simple, 
it makes an expert of any user. Mail the 
coupon for a fascinating folder providing 
more details... free and without obligation. 
DITTO, Inc., 645 S. Oakley Bivd., Chicago 12, Illinois 
DITTO, Inc., 645 S. Oakley Blvd., Chicago 12, Illinois 


Gentlemen: Without obligation, 

() Please send literature featuring the new Ditto D-10 
Duplicator and samples of work produced on it. 

() Arrange a demonstration of the new Ditto D-10 
Duplicator for me. 
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OFFICE MANAGEMENT AND EQUIPMENT 


Letters 
to the Editor 


Editor, OFFICE MANAGEMENT & 
EQUIPMENT: 


I am very much interested jp 
the editorial, “Dictation Dis. 
ease” on page 5 of your Septem- 
ber issue in which you quote Mr, 
Gustav Metzman, President of 
the New York Central Railroad. 
While I appreciate that there 
may be entirely different condi- 
tions in the railroad business, 
with which I am not familiar, 
it has been my observation over 
a 42-year period of office experi- 
ence that in industry at least 
the tendency seems to be the 
other way around. 


While there is no doubt but 
that Mr. Metzman is correct in 
stating that there is such a thing 
as “Dictation Disease,” there is 
also an office disease called 
“Meetingitis.” This affliction can 
best be described as an exagger- 
ation of the practice Mr. Metz- 
man recommends. 


A business office afflicted by 
“Meetingitis” is one in which it 
is almost impossible to locate 
anyone of any importance among 
the major or minor executives 
because they are “in conference” 
or “in a meeting.” These two ex- 
cuses for the absence of a man 
from his desk may cover a multi- 
tude of things. He may be mak- 
ing a personal contact inside the 
organization which would nor- 
mally take five or ten minutes, 
but which stretches into a half 
or three-quarters of an hour or 
more due to the introduction of 
other subjects besides the one 
discussed at the beginning of the 
conference. Personal matters 
are also introduced and these s0- 
called “contacts” extend them- 
selves beyond all reason. 


Group meetings get to be a 
habit in many organizations and 
if carried to the extreme have a 
very bad effect. Ask sales man- 
agers, salesmen, and contact men 
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GF Double-Door Storage Cabinet No. 419-SC 
36" wide, 79" high, 192" deep. 


ERE’S a Storage Cabinet that you 
can be proud to have in your office. 
Made of top quality, heavy gauge steel, 
the GF Metal Storage Cabinet is a finely 
constructed, beautiful piece of furniture. 
It has fully paneled backs and sides. 
Doors operate quietly and easily and fit 
flush across the front to present a neat 
and pleasing appearance. The metal con- 
struction and oven-baked enamel finish 
in gray, green, mahogany or walnut 
make a durable, attractive cabinet that 
will cost you little or nothing for main- 
tenance over a business lifetime. 
GF Cabinets are available in a variety 
of heights, widths and depths as either 


A storage cabinet 
can be an 
attractive addition 


storage cabinets, wardrobes or a combi- 
nation of both. They range from the 
desk-high unit for housing typing sup- 
plies, cash drawers, card and letter files. 
and other frequently needed items to 
full-height 36” wide cabinets for storage 
or wardrobe use. You can quickly and 
easily adjust shelves, partitions and 
accessories to suit your needs. 


GF METAL STORAGE 
CABINETS 


If you consider appearance, durability 
and utility you won't find a better value 
in storage cabinets. For a catalog 
showing current models, for immediate 
delivery, write The General Fireproof- 
ing Company, Department M-10, 
Youngstown 1, Ohio. 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 


DEALERS THROUGHOUT THE WORLD 


There is a complete line 
of GF metal furniture — - 
desks, tables, chairs, files _ 
| and shelving 
| AN 73 . 
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In Sales Correspondence 


it gets RESULTS! 


(And in many other types 
of correspondence, too.) 


The usual form letter invites a quick 
trip to the wastebasket. Not so with 
personalized Auto-typist letters. They 
are individually typed by automatic 
machine, completely personal and 
command a busy man’s attention. 
Your typist manually types in the 
heading, pushes the button and the 
Auto-typist takes over from there, typing 
your message at a high sustained 
speed and without possibility of error. 


Auto-typed 
letters are 
surprisingly 
low cost. 


The Auto-typist can stop automa- 
tically at any pre-determined place in 
the body of the letter for the manual 
insertion of additional, personalized 
data. The same typewriter is used 
throughout, so there is no problem of 
matching fill-ins. 

For complete information on the 
many correspondence jobs that Auto- 
typist can do faster, better and at lower 
cost, send coupon below. 


The Isto-typist 


50 YEARS’ EXPERIENCE IN MANUFACTURING PNEUMATIC EQUIPMENT 


Poe ee ee en ee ee se 


Correspondence | 
Clinic eS 


response an | 
savings up to 
Ye may result | 
from an anal- 
ysis of your | 
present corre- | 
spondence 
practices by | 
our staff of ex- 
perts. There's | 
no obligation 
for the service. | 


AMERICAN AUTOMATIC TYPEWRITER COMPANY 


Dept. }410 614 N. Carpenter St., Chicago 22, Illinois | 
Please send me complete information on: l 
O “Getting Personal Gets Results the Auto-typist Way” 
(16-page booklet) l 
O Your Free “Correspondence Clinic” Service 1 
Name | 
Firm | 
a 1 
City. State | 


OFFICE MANAGEMENT AND EQUIPMENT 


Letters 


(Continued) 


about this problem, since it js 
they who waste a lot of time in 
waiting or in making follow-up 
calls because people are unavail- 
able. It is my opinion that the 
time wasted inside an organiza. 
tion by people trying to arrange 
personal contacts or meetings, or 
on the other hand, waiting unti] 
people are available from such 
conferences and meetings is the 
more alarming consideration be- 
cause it reflects directly the cost 
of getting things done in an of.- 
fice and getting them done quick- 
ly and effectively. 

Undoubtedly Mr. Metzman 
would be the first to agree that 
either extreme of the situation 
is to be avoided, and a middle. 
of-the road course desired. Per- 
sonally, if I had Mr. Metzman’s 
problem in the form of a num- 
ber of people inflicted with “Dic- 
tation Disease” I would be in- 
clined to place a dictating ma- 
chine beside their desk and elim- 
inate the wasteful and time-con- 
suming business of calling for a 
stenographer and waiting for 
her to come and take his dicta- 
tion. Then if he is dictating he 
will at least be at his desk when 
other people wish to get in touch 
with him personally or by phone. 
And dictating to a machine is 
very much different than dictat- 
ing to a girl stenographer. It is 
pretty hard to impress a ma- 
chine with a man’s dictating or 
executive ability. He will soon 
tire of that and the time he takes 
for dictation and the length of 
his letters should decrease. 


There is much to be said for 
personal contact, and on the 
other hand for letter writing, s0 
perhaps it would be a good thing 
to close this discussion with the 
old quotation, “Moderation in all 
things.” 

H. H. KASE 

Industrial Relations Dept. 

Taylor Instrument Companies 

Rochester, N. Y. 
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a NEW filly automate calculator 


DESIGNED FOR THOSE 


Pe peonucino on™ on 
CHECKING FIGURES « + e¢ «¢ « this New Fully Automatic Calculator provides a 
speed in obtaining answers and an ease of operation never 
before experienced by users of calculating machines. See 
this amazing Calculator... Try it on your own work... Learn 
how it’s many new features will increase your figure work 


Friden Mechanical and Instructional ° : . 
production. Telephone your local Friden Representative. 


Service is lable in approximately 250 
Company Controlled Sales Agencies 
throughout the United States and Canada. Arrange for a demonstration on your own work. 
FRI DEN CALCULATING MACHINE CO., INC. 
HOME OFFICE AND PLANT + SAN LEANDRO, CALIFORNIA 
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but my papers stayed cool 
and I stayed calm... 
<— collected? — 


“That little melted monkey opened m 
How fast an office fire can start and 
can get! 

“Tt made me realize the importance of r 
cords — and my safe. Imagine what 
it would be like to try and do 
ness without accounts receivable 


. and inventory records, needed to « 
fire insurance. Think it over—what wou! 
“Thank heavens, I gad in my old, _ 
obsolete heavy walled mas ora modern | 
_ Mosler “A” label safe . it kept me in t 


_ 4 out of 10 firms never reopen after losing their 
records by fire. That’s why you can’t afford 

_ any less than the best safe you can buy. For — 
 eceis the world’s finest safes and vaults have 

n Mosler. Ask your own banker. 

Mosler is the builder of the famous U. S. | 
gold storage vault doors at Fort Knox, Ky. 
_ There's a Mosler safe to suit your needs exactiy aan every 
Mosler safe is dependable. All carry the label of the Ur 
boratories, Inc. Yet a? > gue then a 


% Mo sler The Mosler Safe Co., Dept. M 
i F 320 Fifth Ave., New York 1, N. Y. 


Please send me: () The new free booklet 
“What You Should Know About Safes.” 


(0 The Name of my nearest Mosler Dealer 


320 Fifth Ave., New York 1, N. NS iar ca sine cwale ta reesinlomak noes 


Factories: Hamilton, O. 4 i Business 
; ST ere eee ee 
Largest Builders of Safes and 
Vaults in the World eee ery is 40a 


nag 
‘ 


FOR YOUR 
READING 


OFFICE MANAGEMENT anp 
CONTROL, by George R. Terry, jg 
another fine volume for the 
management shelf. 

After pointing out the vita] 
part that the office plays in any 
modern business enterprise, My. 
Terry says: 

“The aim of this book is to 


| present the fundamental princi- 
| ples and successful practices 


used in getting office work ac. 
complished. The dominant 
thought throughout has been to 
develop an understanding of, 
and to focus attention upon, the 
successful performance of nee- 
essary office activities and to 
provide office services to the rest 
of the organization within rea- 
sonable expenditures of time, ef- 
fort, and money. The view point 
taken is that of a manager.” 

Mr. Terry has divided his 
book into six parts, Introduc- 
tion, Fundamental Considera- 
tions, Physical Facilities, Gen- 
eral Nature of Office Work, Per- 
sonnel Relations of Office Work, 
and Managerial Control of Of- 
fice Output. 

A departure from other man- 
agement volumes is the text- 
book style in which the subject 
is covered. Each chapter ends 
with a list of questions by which 
the reader can test himself. Also 
at the end of the chapters are 
case histories of the various 
phases of management, which 
form the base for critical dis- 
cussions. 

The book runs to 808 pages 
(index included). Price $6, pub- 
lished by Richard D. Irwin, 3201 
South Michigan Ave., Chicago. 


SUPERVISORS’ MANAGEMENT 
GUIDE, the third of a series of 
handbooks analyzing improved 
management practices, __ has 
been issued by the American 
Management Association, 330 
West 42nd St., New York, and 
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. AND 


.| eke it tom Bing- 
ve) Sie the thing’| 


Vita] 
N any 


e, Mr. THE REVOLUTIONARY 
DICTAPHONE TIME-MASTER! 


is to 
rinci- 
ictices 
"k ac. When Paramount decided to produce TOP O° THE 
nant MORNING, its delightful new hit, Bing Crosby, Barry 
Fitzgerald, and Ann Blyth were perfect choices for the 
een to leading roles. 
gz of, 


(nd... when the script called for the repeated use 
n, the of a dictating machine, Paramount made another per- 


F nec. | fect selection in the amazing Dictaphone TIME-MASTER! 
nd to In TOP O° THE MORNING you'll discover that the 
le rest TIME-MASTER is ‘a type of miracle. A small thing and 
1 rea- Mulqueen’s (Crosby’s) voice coming out of it as clear 
ne. ef as an April day.” Sure and it’s that and more. = 
vole For the TIME-MASTER is not just another new dictating = = 
a machine—it's- an entirely new conception of dictating 
er. ‘ 7 


convenience and efficiency made possible by the revolu- 
d_ his tionary Memobelt! Bing Crosby, starring in “Top O’ The Morning,” A Paramount Picture. (Made 
in U. S. A.) Used through the courtesy of Bing Crosby Enterprises, Inc. 


roduc- 
idera- ita 
No wonder the TIME-MASTER has caught the imagination 
Gen- of executives everywhere who never before would use any 

, Per- dictating machine. Only 4%" high and letterhead size 

Work, (barely a chip off the Blarney Stone) it’s the perfect partner 

f Of. for every businessman who has the gift of gab—and every 

businessman who hasn't. 
Secretaries have a “Top O’ The Morning” feeling when 

— they use the TIME-MASTER. Its simplicity and the Memo- 

text- belt’s clarity have changed their psychology about dictating 
ubject machines. (Who doesn’t like to get work done faster and 

- ends with less effort?) 

which . : , — Anybody who dictates a little or a lot needs a TIME- 

; ’ : MASTER. Never before has there been so quick, so easy. so 

- Also Bing, like everybody else, was amazed at the Memo- inexpensive a means of getting your thinking on paper. 

‘Ss are belt. It’s a pliable, plastic recording medium so small b free d ae ex ef; i 

rious you can mail 5 of them in an ordinary envelope. of & Ineo Comonstration in your Own Ollice, call your 

? . ; Sigil local Dictaphone representative or mail coupon. 
which Each tiny Memobelt record takes a full 15 minutes 
. of erystal-clear dictation. Yet, the Memobelt is so in- 

1 dis- r a dak: Pe i . is: 
expensive that you mail it, file it or transcribe it and Only the Gistaphens TIME operas offers = this 
throw it away after only one use. 1. Streamlined beauty, only 4%" high, letterhead size. 

pages 2. Uniformly clear recording and reproduction. 

, pub- SF as ae Sah a i oe sam nei ae: name ans ey 3. Uniform back-spacing, rapid place-finding. 

, 3201 Eiicteshone Corporation | 4. Simple, automatic, foolproof operation. 

"ago. , Dept. M59, 420 Lexington Ave. N. Y. 17, N.Y. | 5. Lowest cost plastic medium—one-time use Memobelts. 

| 6. Nationwide service. Dictaphone dependability. 

| O Please show me the new TIME-MASTER. : 
{ O Please send TIME-MASTER literature. | 
l 
‘oe ! ICTAPHONE 
| Cc pany | 
! | Ek © Dictati 

Adder, 
— | ectrome Dictation 
City & Zone State | 


Only Dictaphone Corporation makes Dictaphone* Machines. 
(*Reg. U, S, Pat. Off.) 
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TYPEWRITTEN AND BUSINESS MACHINE 


na 


We eliminated 
50000 


File copies 


with 


UARCO 


combined forms 


Do you have inter-office correspond- 
ence? Then you can make similar sav- 
ings—perhaps even more! 

This manufacturer of heating and air 
conditioning has two plants. Each memo 
between them takes 4 copies: original, 
writer’s copy, “tickler,” and file copy. 
Four to write, four to reply—eight 
copies in all. 

But not on Uarco combined forms! 

These new forms combine sending 
and reply into one set. Carbons come 
glued in place .. . copies separate with 
one swift motion. The saving? Four 
copies with every writing—50,000 
copies a year! That's $250 in paper cost 
alone, to say nothing of the savings in 
payroll! 

Uarco designs such engineered forms 
systems for any business... any kind... 
any size. No cost. No obligation. You 
have only to phone your Uarco Repre- 
sentative to see where you can save! 


UARCO 


INCORPORATED 


Business Forms 


UARCO INCORPORATED 
Deep River, Conn.; Chicago, IIl.; Cleveland, Ohio 
Oakland, Calif. Offices in All Principal Cities 


CONTINUOUS-STRIP FORMS SINGLE SET FORMS 
RECORDS 


AUTOGRAPHIC REGISTERS 
AND REGISTER FORMS 


OFPICE MANAGEMENT AND EQUIPMENT 


For Your 
Reading 


(Continued) 


is available from them, priceg 
at $3 for members of the Asggo. 
ciation, $3.50 for non-members, 

The 200-page guide, published 
in eight sections and twenty 
chapters, was prepared by seyv- 
enteen operating executives and 
specialists to assist supervisors, 
foremen, and other operating 
executives in industry to apply 
new developments in manage- 
ment methods for improving 
human relations in business. It 
is intended for use as a desk 
manual, for individual reading, 
and for supervisory conference 
training through chapter-by- 
chapter discussion. 

The Guide is a_ sequel to 
AMA’s_ previous supervisory 
handbooks “The Foreman’s Ba- 
sic Reading Kit” and “The Man- 
agement Leader’s Manual.” 


TRAINING CLERICAL EMPLOY- 
EES, report number fifty-eight, 
produced by the Dartnell Corp., 
4660 Ravenswood Ave., Chicago, 
has been compiled and prepared 
for executives who are troubled 
by mounting administrative 
costs, low morale, and excessive 
turnover rate in the lower sal- 
ary classifications, and inferior 
work of their office staffs. 


Complete with charts and 
graphs, the loose-leaf bound 
study is based on the experience 
of more than 150 companies who 
have felt the need to provide 
some sort of organized training 
for their office employees, either 
to increase ordinary clerical 
skills, to explain job procedures 
peculiar to a company, or to fill 
some other obvious need. Some 
of the programs studied are 
elaborate and extensive, involv- 
ing large annual budgets and 
hundreds of employees: others 
are the informal methods used 
by small companies to orient and 
train a few new employees each 
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Your main job is to direct the efforts of your Lieu- 
tenants—and that means plenty of meetings. The 
“Y and E” Conference Desk is IDEAL for men like 
you for three reasons: 1. It gives you an efficient, 
handsome desk when you work alone; 2. When 
your men gather for a conference or advice, they 
can pull up to your desk and get down to brass 


tacks in comfort; 3. The top is extra large so that 


Also Makers of Quality Filing Systems and Supplies 


1045 JAY STREET 


Style-Master Steel 
Conference Desk illus- 
trated. Top: 78” x39” 
(9” overhang at front 
ee & both ends). Height: 
7 29”, adjustable to 
30%”. Other Style- 
Master Steel Equip- 
ment Shown in Sketch. 


you can spread out your problems where all 
your men can see. 

With the “Y and E” Conference Desk you will 
save time every day. You can do your main job 
and the hundred extra jobs you have—without 
moving from your chair. It’s ideal too behind 
your present desk for a large top work area and 
additional file space for papers you want handy. 


Consult your classified telephone 
directory for your nearest ‘Y and E” 
representative, or write us direct. 


ROCHESTER 3, N. Y., U. S. A. 
OFFICE MANAGEMENT AND EQUIPMENT 
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year. The volume is priced at 
$7.50 per copy, available from 
the publisher. 


THE SECRETARY’S BOOK, writ- 
ten by S. J. Wanous, associate 
professor of office management 
and business education, and L. 
W. Erickson, assistant in office 


a 


management, both of the Uni- 
versity of California at Los An- 
geles, is a complete reference 
manual on problems secretaries 
meet daily in a busy office. 
This improved, revised edi- 
tion, published by the Ronald 
Press Co., 15 East 26th St., New 
York, and priced at $4, contains 
over 3,000 references, and more 
than 400 specific examples. Its 
twenty-six chapters cover such 
subjects as business, social, and 
legal letters; postal and express 


a 


... with GBC 
Table Model Binders 


Now... in a few seconds... 


ae | 
] PUNCHING: Insert paper ... push 
down handle 


General Binding Corp. 
820 W. Belmont Ave., 


DO COLORFUL PLASTIC BINDING 
IN YOUR OWN OFFICE... 


3 INSERT: Slip covers and sheets 
onto open rings 


you can bind sales manuals, 
presentations, samples, pro- 
posals, specialties in colorful 
plastic binding. Produce per- 
sonalized bound pieces that 
will stand out at low cost. 
GBC table model binders are 
easy to operate ... require 


U. S. and Foreign Patents Have Been Applied for on GBC Binders and on GBC Binding Equipment 


or a, 


——_— a 


Chicago 14, lil. 


Gentlemen: Tell me how | can do 
colorful binding in plastic with 
absolute minimum outlay in equip- 
ment and materials with a GBC 
table model binding unit. Send 
me Bulletin 125. No obligation. 


no skill. This equipment gives POS bade n oivihee nce x emetend Title 

you flat opening bound Cc 

pieces with free-turning pages. NINN Kashicict a achranes-G inte Seitatalatestehn ire 2 Sani} 
Let us tell you the whole story ITE ee ee 

about this revolutionary new j~ 2 2 2 0 Crees 
equipment. Clip and mail the DR cat uate. Zone State 
«coupon below .. . TODAY. ESS one nas 


PRODUCERS OF MECHANICAL BINDINGS 


y General Binding C 
He Somers seneses 


820 WEST BELMONT AVENUE CHICAGO 14, ILLINOIS 


OFFICE MANAGEMENT AND EQUIPMENT 


Pa ne ee ee ee ee 


regulations; transcribing; typ. 
ing; grammar, and word usage, 
Attractively bound, it fits easily 
in a desk drawer. 


WorDs INTO TYPE is a large 
(585 pages) fact-crammed book, 
a manual of style that should 
be of much value to writers, |i. 
brarians, anyone in fact, who 
has some connection with the 
wrtten word. 

Published by Appleton-Cen-. 
tury-Crofts, Inc., 35 West 32nd 
St., New York, the book is the 
work of Marjorie E. Skillen, a 
proofreader of thirty years’ 
experience, and Robert M. Gay, 
one of America’s leading Eng- 
lish professors. Among its fea- 
tures are legai responsibilities 
of the writer, grammar, glos.- 
saries, and the typography of 
special literary forms, to name 
just a few. 


EVALUATING MANAGERIAL 
AND SUPERVISORY JOBS IN THE 
CONTROLLER’S DEPARTMENT is a 
study just issued in manual form 
by the Controllers Foundation, 
Inc., One East 42nd St., New 
York, and available from them, 
priced at $5 a copy to the gen- 
eral public, and $2.50 to Insti- 
tute members. 

In announcing completion of 
the Foundation’s study on 
“Evaluating Managerial and 
Supervisory Jobs in the Con- 
troller’s Department,” Mr. 
Burbott, who is vice-chairman 
of the board of the A. B. Dick 
Company, Chicago, and a past 
president of the Institute, 
pointed out the importance of 
providing every worthwhile de- 
vice for attracting and holding 
desirable personnel in such 
jobs. 

“Over the past forty years,” 
Mr. Burbott declared, “job eval- 
uation has achieved recognition 
as the only equitable, practical 
means of determining the rela- 
tive worth of routine jobs in the 
office and the shop. Not only 
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Product 
GENERAL.OFFICcES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 
Boston 10: 80 Sumer Sr. * Sr. Louts 2: 115 So. 8TH ST. * CHICAGO 7: 310 W. Poxk St. 
New York City SALESROOM: 349 Broapway, New York 13 
SALESROOM: 1519 MERCHANDISE MART PLAZA, CHICAGO 54 
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LOOSE LEAF-FLEXIBLE 


MEMO BOOKS 


Complete 


POPULAR PRICE 


. nt 
n 100 sheet filler ruled fas 
re 


STERS 


wit 


TH BOO 


It's the new B. & P. line of popular price, flexible, 
Loose Leaf Memo Books in red and black Fabrihide. 
Three popular sizes, half-inch capacity only, with 
opening boosters, complete with 100-leaf filler, 
ruled faint. 

See the colorful display assortment illustrated at 
your stationer's. It's No. 300A and includes two 
of each of the following numbers: 


BLACK RED SIZE CAPACITY 
$3261/,B | $326/,R | 5x3 Yn” 
$3281/,B | $3281/,R | 6x31/, Vp” 
$3301/,B | $330/,R | 63%,x3%, | 1,” 


Select the sizes and colors best suited to your needs. 
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€%®  PREFAB WOOD SHELVING 


It can—with LIBERTY Prefab Wood Shelv- 
ing. No buying lumber—no hiring carpenters 
—anyone can set it up without the use of 
tools—and it is portable. LIBERTY Prefab 
Wood Shelving has an advantage over 
permanent carpenter built shelving in that 
it may be taken apart and set up in a new 
location in a few minutes. 

A unit contains 6 shelves 42” x 24” and 
stands 84” high with 12%” clearance be- 
tween shelves. Extension units available. 
Write today for New Catalog of 
Record Storage Products, Circular 
and Prices on Liberty Prefab Wood 
Shelving. 


BANKERS BOX COMPANY 


FREE 
CATALOG 


Established 1918 
720 S. Dearborn Street, Chicago, Ill. 


LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
stationery or maintenance supplies which 
your regular source of supply cannot 
satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 
ance. 


We maintain a permanent staff in our 
Directory Department—a staff that works 
all year long correcting lists of manufac- 
turers, distributors, classes of merchan- 
dise and trade names, keeping records 
up-to-date to serve you with dispatch and 
efficiency. 


Daily, we receive phone calls and letters 
from office management executives all 
over the country who are in search of the 
best sources of supply for individual 
pieces of equipment or large quantities 
of office supplies, furniture and appli- 
ances. 


Ask us to help you solve your office 
equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 
AND EQUIPMENT 


212 Fifth Avenue New York 10, N. Y. 
Phone MUrray Hill 9-4411 


For Your 
Reading 
(Continued) 


does it assure ‘equal pay for 
equal work’; it also improves 
employee morale, increases job 
satisfaction, encourages initia- 
tive, multiplies efficiency and 
systemizes promotion and train- 
ing. That is why some com- 
panies have extended the idea 
to such jobs as chief accountant, 
credit manager, payroll super- 
visor and the like.” 

The study was based on anal- 
yses of the methods used by 21 
companies whose controllers are 
members of the Institute. It 
gives step-by-step instruction in 
job evaluation and description, 
and also provides 25 actual job 
descriptions and_ evaluations 
covering the following posi- 
tions: assistant controller; man- 
ager, budgets; manager, pro- 
cedures; manager, internal ac- 
counting; chief accountant; su- 
pervisor, cost accounting; su- 
pervisor, general ledgers; su- 
pervisor, accounts receivable; 
supervisor, order and billing; 
cashier; supervisor, payroll; 
manager, office services; su- 
pervisor, tabulating; supervisor, 
stenographic services; super- 
visor, telephone operators; man- 
ager, insurance; supervisor, 
plant payroll. 

In addition to the above, 
which apply mainly to large and 
medium-size companies, the 
sample job descriptions and 
evaluations cover the following 
positions in smaller companies; 
chief accountant; supervisor, 
accounts payable and_ receiv- 
able; cashier and payroll super- 
visor. 


Job evaluation 


A “Basic Job Evaluation 
Plan” suitable for use in the 
controller’s office, is a feature 
of the Foundation’s report—the 
first to cover this range of jobs. 
It specifies the number of points 
to be given for such variations 
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as knowledge, mental ability, 
contacts, responsibilities for sy. 
pervision and other responsi- 
bilities. 

Education, experience and 
training—often used as factors 
in job evaluation—are discard. 
ed in this plan, and the term 
“knowledge” used in _ their 
stead. According to the authors 
of the manual, “Knowledge ig 
defined, in job evaluation plans, 
as the basic information and 
‘know-how’ that is required for 
satisfactory performance on the 
job. It includes the facts and 
principles which must be 
known, as well as the tech- 
niques and procedures’ which 
must be acquired. Knowledge 
may be obtained by education, 
experience or training, but—ir- 
respective of how obtained — it 
represents what must be 
known by a satisfactory incum- 
bent on the job.” 

In the recommended plan, 
“knowledge” is divided into 
three categories — general, 
working and thorough—the sec- 
ond of which indicates sufficient 
understanding of details of com- 
pany procedures and practices 
to administer day-by-day opera- 
tions, and the third indicating 
“both a broad and detailed un- 
derstanding of theoretical prin- 
ciples, as well as all aspects of 
company practices in one or 
more accounting functions.” 

“Mental ability,” under the 
plan, is assigned the same range 
of values, proceeding upward 
from “ability to recognize and 
correct errors in_ repetitive 
operations, such as payroll, gen- 
eral bookkeeping, accounts pay- 
able and similar work” to abili- 
ty to solve difficult problems— 
such as those presented in for- 
mulating an over-all company 
budget, with appropriate recog- 
nition of the probable signifi- 
cant influences of intangible fac- 
tors, such as: economic trends, 
probable material and payroll 
costs, and likely rates of opera- 


tions.” (To page 22) 
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“TIME IS MONEY!” THE BOSS TOLD SUE, POOR MAILROOM RED WAS ALL WOUND UP 


“AND YOU WASTE MUCH TOO MUCH!” WITH STRING AND TWINE AND GLUE. 
THEN TEX TIPPED SUE TO TEXCEL TAPE “HOLO ON!” SAYS TEX, “LET TEXCEL TAPE 
THAT STICKS WITH JUST A TOUCH / WRAP UP THAT JOB FOR you!” 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
(S WORKING SMOOTH AS HONEY, 
ANO THATS CAUSE TEXCEL TAPE, OF COURSE, 
SAVES TIME, SAVES WORK, SAVES MONEY. 


» HAS A STRONGER FRAME AND 


“ 


A CANDY STRIPE! 


P "OUR OSPENSER |S A BETTER TYPE 
\ 


“NO POINT IN WASTING TIME AND PAINT 
TO COLOR A SALESMANS CHART, 

WHEN COLORED TEXCEL DOES THE JOB 
SO NEAT AND QUICK AND Smarr!” 


4 | TEXCELT TAPE.: 


TEKCEL TA 


CELLOPHANE TAPE 9% 
STICKS WITH ATOUCH | 

t 

¥ 


a >| INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J. 
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Here’s the “First Choice” 


Desk of 


The STEEL AGE Secretarial Desk 


Sets the Pace in Design and Work-ease 


No wonder efficient secretaries hold the STEEL AGE Secre- 
tarial Desk so close to their hearts! Every sturdy, streamlined 
inch of this masterfully constructed beauty is designed to speed 
work along with less effort and more comfort. The added foot- 
room of the pontoon bases, for example, allows more freedom 
of leg movement. The ball bearing suspended drawers glide 
open at a finger touch . . . smooth as silk. And adjustable gliders 
provide any work-easy height from 29" to 3014". This precision 
standard of STEEL AGE craftsmanship in the Secretarial Desk 
means added years of perfect service. It’s one reason why people 
say, “Buy STEEL AGE and you buy the finest in steel office 
furniture!” 
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TRADE MARK 


3 LOCKING DEVICE. 


oj ee INTERN 


Note These Features! 


1 FULL ROLLER BEARING SURFACE. 4 ROLLERS TO EACH UNIT. 


2 RIGID CONSTRUCTION OF ENTIRE CASE, BY EMBOSSING SIDES AND BOTTOM OF 
DRAWER, AND REINFORCING FRONT AND REAR. 


RM. 840 - 30 N. LASALLE 
No. 15R CHICAGO 2, ILLINOIS 


HEAVY 22 GAUGE COLD ROLLED STEEL. 


T 


DIMENSIONS ] 
MODEL | _INSIDE_ DRAWER | _ OUTSIDE FILE | 
NOS. | DESCRIPTION " Wdth| Hgt | Lgth | Wath | Hat | Lgth | 
=5R_ Letter File | 1246" “1034! a7 my er 1194" e 2536" " 
| =6R Legal File | 15%” | 1034’ 24" 16” | 11°44 25%” 
| =11R | Vouchers or Freight Bills 9” | 6” 24", 9%" 7” | 2536" 
| =12R | Invoice File | 10” 8” 24”! 107%", 9” | 25%” 
| =14R Check File | o | 4" 24”"| 9%" 5” | 2536" 
| =15R | Tab Cards — 2 Drawers | 7 | 336"! 24”) 16” | 47%”l 2536” 
| =16R | Time Cards — =5R w Insert 4” 7%" 24"| 13” 113%" 25%" 
— 3 Compartments 
| =18R 6 x 4 Cards — 2 Drawers 644" | 4%") 24") 13%2"| 5%") 25%" 
| =19R | 5x 8 Cards — 2 Drawers 5%" 8%" | 24”) 115%") 92") 25%” 
=20R | Doc. File—=5R w 1” Divider | 512” | 10%” 24”| 13” 1134") 253%” 
: | 9 Compartments | | 
R | 8 x 5 Cords 8%" | 55”| 24”"| 9” | 6%” 25%” 
Ledger (12 x 12 sheets) 12%” | 12%” | 24”) 13” 13%2"| 25%" 


OTHER SIZES ON REQUEST 


ATIONAL MFG. CO. 


STACK/AVFILE 


TRANSFER 
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CONSTRUCTION FEATURES 


FOLLOWER BLOCK — FOR PARTIALLY FILLED DRAWERS. 
EASILY AND QUICKLY INSERTED OR REMOVED. CON- 


TENTS STAY PUT. ROLLERS—FOR EASY OPERATION WITH FULL 


ROLLER SURFACE THE ENTIRE LENGTH OF THE 
CASE. NO STICKING OR BINDING. DRAWERS 
OPERATE WITH A LIGHT TOUCH. 


BACK TO BACK — 
LOCKING DEVICES FOR 
GREATER SAFETY AND 
RIGIDITY. IN MULTIPLE 


UNITS. 
— TACK-A-F _ ’ 

REINFORCED — IN NECESSARY LOCKING SLIP KEY STACK-A-FILE BASES TO AC 

PLACES FOR EXTREME SAFETY COMMODATE ANY SIZE 


AND RIGIDITY. 


LOCKING METHODS FOR STACKING 


The NEW ! 


STACKAFILE 


FRONT TOP TO BOTTOM LOCKING 


OFFERS ALL THE EFFICIENT FEATURES = osiricn’ “* 
FOR EVERY EFFICIENT OFFICE! 


These Simplified Features are found 
only in STACK-A-FILE cases 


2 
OLIVE GREEN BAKED ENAMEL FINISH 
e ENLARGED VIEW 
OF LOCKING SLIP 
IMMEDIATE DELIVERY KEY IN POSITION 


Economical in Cost e Quality 
Material and Workmanship e 
Space Economy e Good 


REAR VIEW — LOCKING SIDE TO SIDE 
Appearance e Easy Installation 
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How aptly this fine old slogan applies to Ace Stapling Equipment. 
When you buy Ace Staplers, you are buying a machine that will give 
life-time satisfaction, that is built with watch-like precision, from 
the finest materials, by skilled workmen. 


OF THE To match the fine, enduring qualities of an Ace Stapler, you will 
RAWERS want Ace Staples. In the production of these Staples only premium 
quality wire is used, absolutely uniform in size, strength and temper. 
That is why Ace Staples have such unusually high tensile penetrating 
strength. Always ask your dealer for ACE Staples. 


SOLD THROUGH DEALERS ONLY 


r on neg 
j 


} 
‘ 
i 
1 
i 


TO Ac. 


SIDE 


FIG. 1 Shows cross section of an ALl- 
ROUND steel wire. Ace uses only premium, 
precision made, accurately drawn-to-size 
steel wire. 


FIG. 2 shows the ALL-ROUND wire 
ofter being treated by the ACE PROCESS. 
This gives maximum strength on the outer 
edge where it is most needed. 


IN CANADA © ACE FASTENER (CANADA) LTD. 504 ST. LAWRENCE BLVD., MONTREAL 
id 
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New!. ea machine to 
count currency accurately, 
automatically... fast! 


Counting currency by hand is tedious, 
time-taking and costly. Counting currency 
with a Tickometer is quick, efficient! 

The new model Tickometer handles 
more than eight hundred bills or coupons a 
minute ...counts five times faster than 
any manual method . . . imprints dates or 
codes at the same time...records both 
full and partial runs. 


Already in use in hundreds of banks, 
street railways and department stores...the 
PB Tickometer can save time and trouble 
wherever cash or coupons are counted. 

For full details and illustrated booklet, 
send in coupon below . . . today! 


Pitney-Bowes 


TICKOMETER 


Counting and Imprinting Machine 


PITNEY-BowEs, INc. 
2982 Pacific St., Stamford, Conn. 


Send illustrated Tickometer booklet to: 


Name 


Firm 


Address 


City. State 
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For Your 
Reading 
(From page 16) 


In evaluating “contacts,” 9 
point value of 1 is accorded for 
routine contacts with associates 
and supervisors for exchange 
of information and _instrue. 
tions; 4 points are given for 
contacts with public officers 
and/or adjustment of griey. 
ances with union representa. 
tives; 9 for contacts with cus. 
tomers and outside agencies to 
appraise credit risks and eol- 
lect accounts due, and the top 
score of 15 points is reserved 
for “negotiations with outside 
personnel including taxing agen- 
cies and union organizations.” 

In the case of responsibility 
for supervision, points ranging 
from 1 to 16 depend on the 
number of persons supervised, 
while additional points, from 
1 to 9, are determined by the 
nature and extent of the respon- 
sibilty. 

The evaluation of “other re- 
sponsibilities” rests upon the 
amount of loss or benefits which 
would flow from the subject’s 
wrong, or right, decisions. The 
highest score, 20, is for those 
whose decisions might result in 
losses or gains averaging $25,- 
000 to $100,000 a year. 

“Evaluating Managerial and 
Supervisory Jobs in the Con- 
troller’s Department” was pre- 
pared for the Foundation by the 
management consuling firm of 
Booz-Allen & Hamilton, with 
the aid of an advisory commit- 
tee of Controllers Institute 
members — Lester W. Field, 
vice-president and controller of 
the Willcox & Gibbs Sewing Ma- 
chine Company; Dwight B. Bill- 
ings, controller of Pacific Mills; 
Howard L. Gibson, president of 
the Gibson Institute; Charles 
Hummel, comptroller of the 
Bendix Aviation Corporation, 
and Arthur Surkamp, treasurer 
of the U. S. Rubber Co. 


October, 194% 
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| 109 LAFAYETTE STREET 
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Vs Stromberg Time Recorder really guards payroll 
accuracy, saves many times its price by cutting 
down on lateness, errors and bickering over dis- 
crepancies. It is simple to operate, reliable and in- 
expensive. 


famed 


Vicowing when it happened can lead to greatly 
improved service and lower costs. Time the ar- 
rival and departure of mail, tickets, registrations, 
orders, meal checks, any routine— with Stromberg 
Automatic Time Stamps. Fast, rugged, reliable. 


With a Stromberg Cost Recorder giving the start 
and finish time of each job you don’t have to 
guess, you know the cost. Know too how much time 
is wasted! Automatic, sturdily constructed and ac- 


curate, 


y: Stromberg Program Clock starts and ends the 
work period automatically and uniformly by 
sounding a gong or horn. Time gained by regular 
starts increases production and profit. Several mod- 
els are available to handle various schedules. 


Does time work for or against you? Like a dripping faucet, time can steal away profits 
by careless waste. Simple automatic time controls eliminate many hidden losses —turn 
wasted time into savings. Learn how Stromberg Time Equipment can smooth your routines, 
save many times its cost. Just clip and return the coupon for more detailed information. 


STROMBERG TIME CORPORATION 


SUBSIDIARY OF GENERAL TIME INSTRUMENTS CORPORATION 


NEW YORK 13, NEW YORK Street 


Please send me more information on: 


Company 


STROMBERG TIME CORPORATION 
109 LAFAYETTE STREET, NEW YORK 13, N. Y. 


(TIME RECORDER () JOB RECORDER 
CJ TIME STAMP [) PROGRAM CLOCK 


City & State 
Individual 
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TWO MODELS TO FIT 
EVERY OFFICE NEED 


Plus Part-Keyboard — mighty midget — only » 
machine of its kind on the market — only 
machine that leaves off 4 keys in each 
column for full-speed accuracy with low 
cost economy. Smaller size (only 7" x 7" in 
6-column model) and 6-lb. lightness — ideal 
for ‘‘floater’’ use. Counterbalanced touch, 
shorter key stroke for faster, more accurate 
addition, subtraction and multiplication. 
Sturdy, wear-proof. 
Smart carrying case available. 


Low cost—priced as low as $42@0°0° 


app TEP Ny 
TO SUBTRACT 
PAYROLL WASTE 


A 
Plus Full-Keyboard — unexcelled 
we in quiet speed and accuracy 


for adding, subtracting, multiplying 
and dividing. Specially banked, 
counterbalanced keys give 
featherlight, fast, accurate operation. 
Easy to carry—weighs no more 
than a portable typewriter. Smart 
zipper carrying cases available. 


Low cost—priced as low as $34@Q°° 


mar, 
5 


Now you can have 
the lightest, quietest 
key-drive machines on the 
market for less cost than ordinary, 
noisy, slow-action machines. 
Simple and much faster to 
operate. 14 fewer moving parts 
mean sturdy efficiency too— 
14-year-old Plus machines 
still give 100% service. 


Pia hae Oe ie 


Both the Part-Keyboard and 
Full-Keyboard Plus can be equipped 
to add time, weights, measures, 
foreign currencies, etc. 


os 


APB... 


NN i ces 


a Lip... you Cel buy, te PPLUS: 


Mail in the coupon! See for yourself 
what savings Plus can give you! 


Re Se Se AA ee eee eae et ee ee ee 
are gee ee eT en een ae ee 25 ™ 
| PLUS COMPUTING MACHINES Ine. | 

NN Saat a ee a Reh Gad “Ot aNd les wee capitis, Boer. © 
37 Murray St., New York 7, N. Y. | 
PEPE ri ease een VOSS ane EHS es saad allt el Subsidiary of Bell Punch Company—Established 1878 
| 
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KEE |Ox, 


THE ORIGINAL NON-GREASE CARBON PAPER 


Does NOT Dry Out! 


DEPENDABLE IN OVER 
1000 COATINGS IN 


Typewriter Carbons and Billing Carbons in 
5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight 
Duplicating Carbons Sales Book Carbon 


Duplicating Units 
plain or printed 


Pencil Carbon 


Pen Carbon 


Hectograph Carbon 


Pattern Tracing 
Carbon 


One Time Carbon 


Printer's Carbon 


Stripe Carbon 
All sizes 


Copying Carbon 


Carbon sewed in 
binders 


Reverse Stripe and 


2-Color Stripe 


Full or Both Sides 


Coated 


CARBON ROLLS FOR 


Vari-Typer 
Burroughs 
Elliott Fisher 


Autographic Registers 
Elliott Addressograph 


All Photostatic 


Alphabetical Printer 


Kee Lox Dupli-Pax for I.B.M. and Fanfold 


* 


Executive Writing 
Hectowriter 
Tabulating 
Teletype 

Tally Rolls 
Sunstrand 


Laundry Marking 


Continuous Forms 


Send for Free Samples for any experiments or tests you 


desire to make at anytime. We consider it a favor to serve. 


KEE |x, 


MANUFACTURING CO. 
ROCHESTER 1, N. Y., U.S.A. 


' EXPORT DEPARTMENT: Rochester 1, N. Y., U. S. A. 


October, 1949 
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Always the Best in All Climates 


SELF-INKING RIBBONS FOR 
ALL MACHINES AND SYSTEMS 


Multilith 
Addressograph 
Dupligraph 
Speedaumat 
Burroughs 
Allen Wales 
Cash Registers 
Checkwriters 
Dalton 


Sunstrand 


All 1.B.M. Machines 


Time Clock 


Lithograph 
Multigraph 
Teletype 
Stamp Ribbons 
Hectograph 
Writerpress 
Roneo 
Tabulating 


All American 
Typewriters 


All Foreign 
Typewriters 


CARBONS in Black, Blue, Purple, Red, 
Green, Brown, Orange, Yellow 


Over 40,000 Different Varieties of Widths 
and Color Inkings 


Kee Lox Service to the Public in the U. §. A. 


through 35 Direct Branches 


a 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 


Please send free samples of Carbon: 


Carbon. Color 


CORR e Reem eee neat eee tenn a tena eee nate een e eee e eee SEES eee eeneaeeeseeeasneee 


Ribbons. We are interested in ......0.... gee eeceeeeeeeeeceeeceeeeeee 


We make ......... 
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IT’S A FEATHER 
IN OUR CAP 


be —and you'll be 
tickled with it! 


Everything you've ever hoped to 
find in a stapler, the sensational new 
Hotchkiss Director gives you... 


—feather-touch easy action in 
stapling, pinning or tacking 


—jam-free operation day after 


day after day 

—broad based skid-proof stabil- 
ity that takes fast action with- 
out tipping or sliding 


—all-chrome finish that keeps its 
good looks 


—husky all-steel construction that 
delivers a life-time of service 
with least attention 


—simplified design for easy clean- 


q - ing, easy loading, positive 
Ts action 
7 ‘ See it at your Dealers now— 


| 


Office, Home and Industrial Stapling and Tacking Equipment | 
NORWALK, CONNECTICUT 
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. feo \OPERATING 


poatrouds 


We are equipped to make your unusual sales presentation 
work -- Sales Portfolios - - Presentation Covers -- Sales 


Manuals and Proposal Covers. 


in 


or 


Take your problem to your nearest 


stationer - - our Creative Department 


will make samples to your specificat- 


THE Sinead Manvencturins co., Ic.-HASTINGS, MINNESOTA 
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You get more work done a 
better . . . faster . . 


curately. Clerical and stenographic 
costs come tumbling down. Over- 
time is eliminated! 


The secret lies in a combination of 


Audograph features which reduce 


executive and secretarial effort. . . 
yet help everyone gain hours . . 
every day . . . for greatly incr c 
production . . . with no sacrifice in 


accuracy. You literally cut time in ‘ 


half — with the Audograph! 

It is not surprising then to find that 
Audograph Soundwriting Equipment 
pays for itself quickly — often in a 
matter of months — then goes on 


paying you year in and year out. | 


No wonder it.makes notebook dic- 
tation as out of date as the horse | 
and buggy! 

Find out for yourself what 
saving power of Audograph’s ex- 
clusive combination of advantages 
and benefits can do in your business 
or profession. Just phone “AUDO- 
GRAPH” your city, and your local 
Audograph representative — a 
trained systems analyst — will 
gladly demonstrate and let you try 


Soundwriting in your own office” 


. more ac- z 


pene ei a 
u HERE ARE A FEW OF AUDOGRAPH’S | 
| EXCLUSIVE ADVANTAGES 
i 
s ’ 
form tone ity, bell-like clarity. 
| * UNMATCHED. PC 


Rese e een 


DESCRIPTIVE LITERATURE PLEASE WRITE YOUR NAME §, ADDRESS IN MARGIN — MAIL TO — 


eee eww new n een eee wneeeeenne 


GRAY MANUFACT URING COMPANY 


sof the Pay Station Telephone * Est 1891 © e DITMARS. Pre 


e HARTFORD |, CONNECTICU 
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SOME TYPICAL 
GRAY AUDOGRAPH 
USERS 


Aetna Fire Insurance 
American Hardware Corp. 
American Mutual Liability Insurance 
American Optical Company 
Atomic Energy Commission 
Bank of New York 

Bell Telephone Laboratories 
Burlington Mills 

C. & O. Railroad 

Columbia Broadcasting 
Columbia University 
Commonwealth & Southern 
Continental Casualty Co. 
Controllers’ Institute 
Cornell University 

Corning Glass Works 
Crucible Steel Co. of America 
Dan River Mills 
Department of Commerce 
Duke University 

E. 1. Dupont de Nemours 
Encyclopedia Brittanica 
Esso Standard Oil 

Eugene Dietzgen Co. 
Foxboro Company 

General Electric 

General Foods 

General Motors 

General Ribbon Mills 
General Shoe Corporation 
Graybar Electric Co. 
Hartford Accident & Indemnity Co. 
Harvard University 
Herman Hospital 
Heywood Wakefield Co. 
Hickory Company 

Home Life Insurance 
International Nickel 
Interstate Life Insurance 
Johns-Manville 

S. H. Kress 

Lionel Company 
Manufacturers Railway Co. 
Massachusetts Mutual Life 
Monsanto Chemical 

J.P. Morgan & Co. 
National Blank Book Co. 
National Broadcasting Co. 
Navy Electronic Labs. 
Ny No. Go, BR. KR. 
New England Center Hospital 
New York Yankees 
National Shawmut Bank 
Office Management & Equipment 
Oronice Chemical Co. 

Pan American World Airways 
Paramount Pictures 
Prentice-Hall Publishers 
Southland Life Insurance 
Standard Oil 

Socony Vacuum 

State Mutual Life 

Taylor Instrument Co. 
Tennessee Eastman Corp. 
Tulane University 

United Airlines 

United Mutual Fire Insurance 
U.S. Plywood Corporation 
U.S. Smelting & Refining 
Vermont Marble Co. 
Veterans Administration 
Wamsutta Mills 

Warner Brothers Pictures 
Western Electric Co. 

York Corporation 
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; } fe UNEQUALED COMPACTNESS — Only § 
| : 92 inches square and 6 inches a 
; ie Takes far less desk space than a & 
| a i to oo . s 
%& FUNCTIONAL BEAUTY — Its stream. ® 
% : \ lined, aluminum case conceals rugged # 
ie | durability. Operates anywhere, any- § 
ae ie way — even upside down. 1 
ae ' we DIAL PLACE-FINDING — Dial to any 1 
% t word of your previous dictation H 
ion : quickly, surely, accurately — like 
eee) “ — a radio. 1 
sag Ede TRAFFIC-LIGHT INDEX for secretaries § 
7 S — Insures speed with effortless ac- 1 
“— a without cost or obligation. =  SYNCHRO-ROLLER DRIVE — No turn- § | 
_—. 2 ‘ oe .. table, no mandrels, no recording or § 
i a Wowds Corperetion Sa San NEW" RECORDS FOR OLD — Gray's § 
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New General Petroleum Building in Los Angeles 


Modular Construction For Flexibility 
at New General Petroleum Offices 


% THE General Petroleum Building, opened ear- 
lier this year in Los Angeles, represents the suc- 
cess of modern architectural practice in bringing 
flexibility and adaptability to an office building 
without sacrificing any of the beauty and perma- 
nence of a monumental-type construction. 

Incorporating a modular type of construction 
with extensive use of movable interior walls, the 
building was hand-tailored to fit the ever-chang- 
ing needs of a large and progressive oil com- 
pany. 

The structure, which is the largest office build- 
ing in Southern California, is thirteen stories 
high and contains 504,000 square feet. It houses 
the home office of the General Petroleum Corpo- 
ration, which produces, refines, and markets pet- 
roleum throughout the western United States, 
with some forty-five other companies as tenants. 

To provide a building which would respond 
flexibly to changing corporation requirements, 
the architects, Walter Wurdeman and Welton 
Becket, of Los Angeles, started with a basic mo- 
dule which provides an air conditioning outlet, 
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an air conditioning control thermostat, lights, a 
window, and plumbing for an office washstand 
cabinet. Doors to hallways fit the modular design. 


Main floor lobby 
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Robert L. Minckler, president of General Petroleum Corp., in his office in the new General 

Petroleum Building. The wall is panelled in bleached walnut. lights are recessed in a dark green 

cornice which tones with the draperies, which are in shades of green and brown. The carved 
chenille carpet is gold. Side chairs are covered in a warm grey. 


This sketch illustrates how, in the new building, modules provide all essentials every 7 feet. 


All lights ore flush 
fluorescent fixtures centered hat ) ; : 
on 7 foot modules ’ cae wi Air conditioning ducts with 
F ‘2 supplies at ceiling line on 
7 toot modules, each with 
thermostatic controlled 
mixing dompers 


Portitions can be 
located on 

ony multiple 

of 7 foot modules 


Continuous floor 
conduits with 
outlets available 
at 2 foot centers 
tor telephones, 
electrical and 
signal systems 


Locked oluminum 
windows on 7 foot 
modules opened for 
cleaning only 


Double duct system 

in suspended ceiling 
of corridor with access 
panels to dampers 


Position of the building allows te Oi 
aluminum fins to give moximum : : Doors where required are 
protection ogoinst sun rays ; ; ; , centered on 7 foot modules 
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The board of directors’ room 


The basic module is 7 feet, though General Pet- 
roleum chose to use a double unit for its basic 
office. 

Dividing the modules are movable partition 
walls which can be erected or removed in a mat- 
ter of hours without the muss or fuss associated 
with installing or removing masonry or plastered 
walls in office buildings. 

At any time General Petroleum can combine 
several of its 14-foot offices into larger offices, or 
vice versa, without work interruption. Similar 
flexibility can be attained on the three floors 
occupied by tenants, with the added advantage 
that air conditioning vents and controls are lo- 
cated every 7 feet. Where offices are large enough 
to contain several vents, the control of all the 
vents may be centralized on one, the others being 
simply blocked off. 

The structure which houses this flexible inte- 
rior is built with the care and precision expected 
in a monumental type of building. But it departs 
from the conventional in that it is remarkably 
light in weight. Structural engineers of the build- 
ing, Murray Erick & Associates, trimmed the 
overall weight by lopping off 13,000 tons of use- 
less dead weight. 

The use of pumice concrete instead of ordinary 
concrete saved 8300 tons. Hollow walls of rockite 
applied by the gunite method saved 2800 tons. 
The use of vermiculite plaster “ceilings” under 
floor joists and “overcoats” around secondary 
beams for fireproofing saved another 1000 tons. 
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These 12,100 tons saved allowed a lighter steel 
framework and 1200 tons more were saved on 
that item. 


This saving in steel was the “payoff,” since 
steel was scarce and expensive when the building 
was under construction in 1947 and 1948. 


Air conditioning in the building is planned on 
a quarter-floor basis. Each floor has four fan 
rooms which push hot and cold air out to offices 
through a double duct system. The hot and cold 
air is mixed just before it enters the room. A 
bank of sterilizing lamps in each fan room, each 
bank containing five General Electric germicidal 
tubes, sterilizes the air before it goes into the 
distribution ducts. 


Flexibility in operation is attained by this sys- 
tem since any part of any floor may be air con- 
ditioned at night or on holidays without servicing 
the entire building. 


The consulting mechanical engineer, Ralph E. 
Phillips, designed the air conditioning system, 
which employs a total of 3,100 horsepower. A 
factor in the system’s design is the use of alumi- 
num “fins” on three sides of the building. Besides 
providing a decorative effect, the fins shade the 
windows of the building from the peak heat of the 
afternoon sun. About 100 tons was taken off the 
refrigeration plant capacity by this design fea- 
ture. 

Mr. Phillips also designed the electrical system, 
which brings 480 volts to the upper stories of the 
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building. Four upstairs transformer rooms break 
this power down to 120/210 volts for lighting and 
power. An estimated 20°7 was saved in the origi- 
nal cost of the power system by bringing the 
higher voltage closer to the ultimate point of use. 
Many other design features mark the building. 
Underfloor ducts paralleling the exterior walls 
of the building supply telephone service, power, 
and a signal system. The ducts can be tapped at 
any 2-foot interval, minimizing exposed wiring. 
The telephone system is big enough to supply 
a city of 10,000 with full dial service. The most 
modern switchboard in use in the West links the 
phones in the building automatically to other 
General Petroleum offices many miles away. 
A lightweight suspended ceiling, to which is 
attached 340,000 square feet of Acousti-Celotex 
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Reception lobbies on up- 
per floors carry out the 
decorative theme of the 
new General  Petroleurn 
Building 


A typical large office in 
the new General Petroleum 
Building 


sound-proof tile, assures quiet offices and permits 
easy access to overhead wiring and air condition- 
ing ducts. A “dry installation,” the ceiling allows 
repairs without disrupting office work with plas- 
ter, cement, and dust, etc. The tiles are removed 
with a screwdriver and the gypsum board to 
which they are attached can be taken out easily 
with a hammer. 

A complete sound system delivers “music while 
you work” to offices throughout the building. 
Radio programs or recordings may be broadcast 
on the system, which can also handle “live” 
events, such as an address by the company’s presi- 
dent to employees. 

The loading dock has the largest steel door in 
the West. The door, which spans over 50 feet, 
rolls out of sight at the touch of a button. The 
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530-foot span makes access by trucks unusually 
easy. 

Close to 100,000 square feet of carpeting, chiefly 
in the Pullman weave, have been used in the 
puilding. It is the largest installation of carpet- 
ing in any office building in Southern California. 

A rubbish destructor and a rubbish collection 
chute disposes of 16,000 pounds of office rubbish 
daily. 

A top-and-bottom waterproofing seals the 90,- 
000 square feet of roof area and provides a five- 
coat seal from underground water for the base- 
ment floor and basement walls. 

A giant animated sign on the roof recreates 
General Petroleum’s trade mark, The Flying Red 
Horse. The actions of flying and galloping are 
simulated by eight complete neon outlines of The 
Flying Red Horse, which flash on and off in a 1.6- 
second cycle. 

Pre-fabricated office cabinets contain wash- 
stand, mirror, medicine cabinet, and cloak rack. 
The cabinets can be moved from place to place 
without replastering. Plumbing hooks into pipes 
concealed in vertical columns adjacent to interior 
walls. 

The water system filters and softens enough 
water each twenty-four hours to supply a city of 
5,000 people. 

Rest rooms are so designed that all equipment, 
fixtures, and partitions are suspended from the 
ceiling or walls, providing complete and easy 
access to the tile floors for cleaning. 

Seven passenger elevators, each with a 20- 
person capacity, travel 700 feet per minute. Facil- 


Upper right: Four movable walls make this area at General Petro- 

leum Building into five separate offices, each 14-foot wide. Walls 

can be relocated in a few minutes at any 7-foot interval. Lights, 

windows, air conditioning facilities. and office cabinets are so 
placed as to be available every 7 feet. 


Lower right: One of the double size prefabricated office cabinets 

containing washstand, mirrored cabinet with fluorescent lights and 

power outlet. and coat rack. Cabinet can be removed completely 
without replastering. 


Below: In one of the offices created by movable partitions. 
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ities are installed for an eighth elevator if needed. 
A 400-foot-per-minute freight elevator can lift 
8,000 pounds, and has an 8x 10-foot floor area. A 
500-pound capacity “dumb waiter” is used for 
distribution of mail, memos, telegrams, and tele- 
type messages, eliminating inter-floor trips by 
messengers. 

Office lighting is accomplished by 3,500 Sun- 
beam fluorescent fixtures, each with three tubes. 

(To next page) 
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The "weather-making” system at the General Petroleum 
Building in Los Angeles, permits a choice of temperatures 
varying as much as 10 degrees within I4 feet. Secretary 
Sunny Main (left) finds her office temperature just right 
for her warm suit. Secretary Charlotte Lander (right), in 
adjoining office, can increase the temperature 10 degrees 
if she wants more warmth for her light blouse. The wall 
dividing the two offices is insulated with rockwool. 


One of three coffee rooms for employees in the new building. 


View of the main auditorium, General Petroleum Building. 
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|About 35 candlepower reaches desk level through 
diffusing glass which sets flush to the ceiling. Cor. 
ridors are lighted with 774 square fixtures. 

Interiors of the building’s more than 1,000 
offices are a soft and pleasing grey. Warm, finely. 
grained woods, sparkling glass, and softly shining 
aluminum set the interior decor. Elevator lobbies 
are paneled in red birch with a grey driftwood 
stain. Corridors are two shades of green. Clear 
glass panels and fluted frosted glass are used with 
striking effect on each floor. Large photo murals 
are used on upper floor reception room walls, 
while the main floor lobby, which is done jp 
bleached teak, has two large display windows. 

Doors throughout the building are of matched 
birch veneer. Though they number over 1,500, 
no two are alike, and their changing and natural 
patterns provide a pleasing contrast to the solid 
colors of the corridors and office interiors. The 
pre-fabricated office cabinets are of the same 
finish. 


The building is in the central business district 
of Los Angeles and faces on Flower St., extending 
a full city block from Sixth St. to Wilshire Blvd, 
The site is 272.4 feet by 148.4 feet. The building 
is 150 feet high (the limit for Los Angeles) with 
a 30-foot steel superstructure on the roof, which 
provides a frame for the roof signs and conceals 
the roof cooling tower. 

P. J. Walker Co., Los Angeles, were general 
contractors for the building. Car] Larsen was 
construction superintendent and Byron Doll was 
assistant superintendent. The Benton Manage- 
ment & Realty Co. supervises the operation and 
maintenance of the building. 


In addition to products mentioned in the course 


of the story itself, the following individuals and 
firms provided equipment and furnishings: 


Movable partitions, E. F. Hauserman Co.; of- 
fice lighting, R. R. Jones Electric Co.; office cabi- 
nets, Pacific Mfg. Co.; Armstrong floor tiling 
and linoleum, William Volker Co.; rubber mats, 
Cactus Mat Co. 


Executive offices were decorated by Wurdeman 
& Becket, who designed most of the furnishings. 
Participating manufacturers and suppliers were: 


Desks, chairs, and chests, Leathercraft Furni- 
ture Co.; Clark & Burchfield (leather coverings), 
Dunbar Furniture Mfg. Co., Standard Cabinet 
Works, Robert Prentice, Gerald E. Crow, and 
Reed of California; wall paneling, Pacific Mfg. 
Co.; carpeting, Barker Bros.; draperies, Scala- 
mandre Silks, Pindler & Pindler, Maria Kipp, 
Morley-Fletcher, and McKay, Davis & McLane; 
upholstery fabrics, Contemporary Textiles; board 
table, Continental Fixture Co. 
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Each year thousands of office people preview trends in equipment and methods at the Show 


% THE YEAR’S ADVANCES in the field of office executives who will attend the forthcoming 
ur'se office machine and equipment and the trends of National Business Show and the concurrent Office 
and progress in office management will be the joint Week Forums of the Office Executives Associa- 
subjects of consideration for the thousands of tion of New York, at Grand Central Palace, New 
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Left: Rudolph Lang, of Jellinek 
Printing Service, general chair- 
man of the Forums 
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Right: Earl Bunce, General 

Aniline & Film Corp., chair- 

man of program for the 
Forums 
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E. L. Helm 
Office Executives Asso- 
ciation of New York 


Anna Rathjen 
Transcription Super- 
visors Association 


Ann McDonald 
Records Management 
Association 


Cecil D. Marshall 
N. Y. Chapter, National 
Association of Cost 

Accountants 


PRESIDENTS OF THE ASSOCIATIONS PARTICIPATING IN FORUMS 


York. On October 24th, the Show will open, to 
continue through the 29th, while the Forums will 
be in session October 25th through the 28th. 

Show exhibits will be open all week from 1 to 
10 P.M., with the exception of Saturday, when the 
show closes at 6 P.M., while the Forums (to be 
held in the mezzanine of the Palace), will be di- 
vided into morning, afternoon, and evening ses- 
sions. 

This year, the Office Executives Association of 
New York, which is the New York chapter of 
the National Office Management Association, 
will co-operate for the first time in the operation 
of the National Business Show. Elmer L. Helm, 
Shell Oil Co., Inc., president of the chapter, says 
of this interesting development: 

“In our opinion, this action constitutes a new 
era in the business show field in that it provides 
the means of bringing equipment and supply 


manufacturers and office executives together in 
a common effort to exhibit equipment, as well as 
to provide OFA with the means to further the 
profession of office management. 

“The keynote of this year’s Show will be the 
reduction of operating costs to increase profits,” 
says Frank Tupper, of National Business Shows 
Co., the organization which has been conducting 
the shows since early in the century. “Machines, 
equipment, methods, and supplies to cut time, 
ease fatigue, raise morale, and boost labor rela- 
tions will be on display. An executive wouldn't 
think of asking his wife to drive a twenty-year- 
old car, but many think nothing of having their 
office workers use equipment of the same vintage 
or methods even older.” 

The Office Week Forums will again this year 
represent the combined effort of the Office Execu- 
tives Association of New York, the Records Man- 


Many office products make their debut at the Show 
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Demonstration—always a big feature at National Business Show 


agement Association of New York, the Trans- 
scripton Supervisors Association of New York, 
and the New York chapter of the Nationai Asso- 
ciation of Cost Accountants. 

With the title, ““Office Management—1950” as 
its governing theme, the Forums will seek to pre- 
sent the views of leaders in the various phases of 
management on all of the problems confronting 
those who have the responsibility for the pur- 
chase or maintenance of office machines and equip- 
ment and the efficient operation of the office. It 
is felt that the opinions and findings of these 
speakers will spotlight the trends that are com- 
ing up in the field of office management, and 
should give office executives generally a good 
idea as to what to expect in the way of develop- 
ments in the future. 

General chairman for the Forum is Rudolph 
Lang, of Jellinek Printing Service. Under his di- 
rection are Earl Bunce, General Aniline & Film 
Corp., chairman of a program-building committee 
that includes Carl Basler, United States Rubber 
Co.; Ellis Derby, Metropolitan Life Insurance 
Co.; Theodore Lemcke, Standard Brands, Inc.; 
and Ray Colcord, Ebasco Services, Inc. 

Among those contributing to the program will 
be R. R. Crow, training director of the United 
States Rubber Co., who is expected to emphasize 
in his talk the importance of training the super- 
visor,” Mr. Crow will say in effect. Carl Basler, 
job training of the individual. 

“The keystone to efficient office production and 
high employee morale is a well-trained super- 
visor,” Mr. Crow will says in effect. Car] Basler, 
of the same company, will be chairman of the 
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session at which Mr. Crow’s address will be pre- 
sented. . 
H. L. Rhoades, third vice-president and person- 
nel officer of the Metropolitan Life Insurance 
Co., will present the practical aspects of job 
evaluation. Considered an authority on person- 
nel practice, Mr. Rhoades will avoid theory and 


SOME FORUM SPEAKERS 


Paul B. Mulligan 


i € ‘ 


Madelaine Strony 
OFFICE MANAGEMENT AND EQUIPMENT 
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draw on a vast store of first-hand experience with 
this subject. Frank Rowland, executive secre- 
tary of the Life Office Management Association, 
will be chairman of this session, and will intro- 
duce Mr. Rhoades. 

Dr. Coleman Maze, vice-chairman of the de 
partment of management and industrial rela- 
tions of New York University, and head of the 
office management division of the American 
Management Association, is another personality 
well known in the field of management who will 
be heard at the Forum. He will be introduced 
by Mr. Helm. 

Another important speaker will be Kenneth H. 
Ripnen, of Kenneth H. Ripnen Co., well-known 
architect specializing in the construction and lay- 
out of offices, whose talk will be “Combating Of- 
fice Fatigue Through Physical Improvement.” 
Mr. Ripnen will seek to present a lucid picture of 
what the properly designed office has accom- 
published in the interests of office efficiency and 


Paul B. Mulligan, managing partner of the 
firm of Paul B. Mulligan & Co., New York, man. 
agement consultants, will again speak at the 
Forums this year. He will be introduced by Ray 
Coleord, of Ebasco Services, Inc. Mr. Mulligan 
will speak on “The Use and Benefits of Clerica] 
Time Standards.” This subject is an extension of 
the topic which he discussed last year at the 
Forums, when he presented a program for analyz- 
ing and controlling the work-load of an office by 
means of clerical time measurement. 

Mrs. Amy Lorton McKay, well-known New 
York employment agency director, and Mrs, 
Madelaine Strony, educational director for the 
Gregg Publishing Co., both sponsored by the 
Transcription Supervisors Association of New 
York, will collaborate on the subject, “Job Com- 
petence for Office Work, as Viewed by Employee 
and Employer.” Madeline C. Gorman, of Ameri- 
can Cyanamid Co., will be chairman of this ses- 
sion. 


employee health. 


(To page 66) 


Among the Exhibitors at National Business Show 


Acme Bulletin Co. 

Acme Visible Records, Inc. 

Addo Machine Co.. Inc. 

Aetna Products Co. 

American Automatic Typewriter Co. 


American Optical Co. 
(Scientific Instrument Div.) 


American Writing Paper Corp. 
Russell E. Baum 


Beck Duplicator Co. 
(Div. of Autocopy, Inc.) 


Bircher Co., Ine. 
A. Blank, Inc. 
Charles Bruning Co., Inc. 


Business Systems Corp. 


Cineque Colorfilm Laboratories, Inc. 


Coin Audit Sales Co. 

Cele Steel Equipment Co. 

Collister & Niles, Inc. 
(Rite-Line Copyholder Div.) 

Copy-Craft, Inc. 

Crystal Copy Corp. 

Cummins Business Machines Corp. 

Cushman & Denison Mfg. Co. 

Detecto Scales, Inc. 

Diebold, Inc. 

DoMore Chair Co., Inc. 

Elliott Addressing Machine Co. 
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(Partial list as it stood at press time) 


Evans Specialty Co., Inc. 
Executone, Inc. 

Federal Cash Register Co. 

Friden Calculating Machine Co., Inc. 
Gray Mfg. Co. (Audograph) 
Guide System & Supply Co., Inc. 
C. S. Hammond & Co. 

Henning & Cheadle, Inc. 

Heyer Corp. 

Hunter Electro-Copyist Agency, Inc. 
Hush-A-Phone Corp. 

Kee Lox Mfg. Co. 

B. J. Kolber Co. 

Koller & Smith Co., Inc. 

Krayer Mfg. Co. 

Linguaphone Institute 

Michael Lith Co. 

Mailers Service & Equipment Co. 
Marchant Calculating Machine Co. 
Master Addresser Co. 

Mayhal Photocopy Corp. of America 
Mimeo Mfg. Co. 

Modern Telephone Corp. 

Monroe Calculating Machine Co. 
Mosler Safe Co. 


New York Telephone Co- 
Oxford Filing Supply Co. 
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Ozalid Div., General Aniline & Film Corp. 
Payroll Tax Service 

Plus Computing Machines, Inc. 
Pollack Mfg. Co. 

Pronto File Corp. 

Queen Ribbon & Carbon Co., Inc. 
Rand McNally & Co. 

Reynolds & Reynolds Co. 
Robotyper Corp. 

Rockwell-Barnes Co. 

Safeguard Corp. 

W. A. Sheaffer Pen Co. 

C. E. Sheppard Co. 

Simplex Time Recorder Co. 
SoundScriber Corp. 

Speed Products Co., Inc. 
Standard Manifold Co. 

Sunroc Co. 

Thomas Mechanical Collator Corp. 
Tiffany Stand Co. 

Tru-Rite, Inc. 

Universal Cash Registers 

Van Hawk Sales Co. 

Warshaw Mfg. Co. 

Wespey International Corp. 


Wheeldex Mfg. Co. 


Wireway Corp. of America 
October, 1949 
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1. Sell the plan to management 


2. Select the program director 


Steps in Setting Up 
An Office Work 


Simplification Program 


By Homer Smith 


Director of Product Information 
National Stationers Association 


Ask for their support. Homer Smith 

Make a trial run. Use your own office first. , 

Do not impose the plan on other departments; 3. Get management to present the plan to the 
encourage them to come to you with re- employees 
quests for studies. Meet with highest levels first so they will get 


the information before their subordinates. 

Give plenty of publicity in the house organ 
or other outlets. 

Use dramatic stunts. 

Offer awards for accepted suggestions if 
management is willing. 


Do not attempt to do the work yourself un- 
less you can give it adequate attention. 
Match ability with personality. Both are 

highly essential. 
Background in accounting, manufacturing, 


and sales desired. 4. Select a starting point 
If size of program warrants, have specialists Start with your own office to set the example. 
in each business phase. Meet with the department head concerned, 
Give him clerical assistance. if not your own office. (To next page) 


—— power-operated equipment, gravity, and foot power for hand 
work whenever possible. Make use of “drop” deliveries. 


| ati materials the least distance possible. 
oo to a minimum the holding of work by hand. 


Frpley both hands gainfully wherever possible and move them in opposite 
and symmetrical directions. 


in materials and tools within the maximum working area. Do the 
greatest amount of work within the normal working area. 


we fatigue costs by providing for good posture and sight facilities. 


Ges the classification of basic body motions used to the minimum re- 
quired by the job. 


pe equipment that pre-positions tools and materials to allow for best 
sequence of motions and rhythm. 


oe sequence of movements. Delays are often saved by a change 
in sequence to match machine operations. 


_— unnecessary body motions and transportations. 
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Select the operation needing the most im- 
provement, usually a major segment of 
the department’s operation. 

Secure a list of personnel involved and have 
methods man secure a few pointers on 
their abilities and handicaps, their pecu- 
liarities, ete. 

Study the organization chart, or make a new 
one, to establish clearly defined responsi- 
bilities and functions. 

Get an over-view from the department head 
of any special factors that affect the pro- 
cedure. (Bear in mind that these might 
later be eliminated, but it is wise to be 
forewarned. ) 

Have department head meet with personnel 
involved to explain the plan in such a man- 
ner that their cooperation and goodwill can 


WHAT DO YOU LACK? 


% “WHY don't they make... ?" 
Readers of OFFICE MANAGEMENT, how many 


times have you asked this question, referring to 
some gadget, machine, or other item of office 
equipment you felt would be a valuable addition 
to the tools of the office—if only some one would 
design and manufacture it? 

Here's a chance to pass your suggestions on to 
where they may do some good. One of the coun- 
try's outstanding manufacturers, who up to now 
has not made anything for the office, has asked us 
for as many suggestions a possible from readers 
on what this manufacturing firm may make to satisfy 
some important office need. The product should 
be something which can be operated electrically 
or electronically. 


Send your suggestions to 
New Product Editor 
OFFICE MANAGEMENT & EQUIPMENT 
212 Fifth Ave., New York 


We will print, over your names, some of the 
ideas we think interesting, and we will send all of 
them on to the manufacturer for consideration 
and possible action. 
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be assured. This is one of the most impor. 
tant factors for success. At this meeting, 
the methods man will arrange for the nee. 
essary conferences with the supervisors 
and employes and may give specific details 
about the procedure to be followed. 

Stick to one project until it is completed. 4 
hit-or-miss attack on functions and person- 
nel leads to a feeling of insecurity on the 
part of the employe and a drop in morale 
and efficiency. 


5. Make the trial run 

Follow the routine step by step, using the 
process chart. 

Get information direct from employes, later 
checking with the supervisors. 

Secure copies of all forms used and specimen 
entries at each step. 

Make a sketch of desk locations and work 
flow. 

Encourage employes at each stop to make 
suggestions and to comment on the rou- 
tine. The man who does the job often can 
make the best suggestions. Be sure to note 
the suggestions so credit can be given 
where due. 

Review the facts with supervisors after they 
have been collected to be sure they are 
accurately represented. 


6. Analyze the results 

Often in the review of the facts with the 
supervisors, the display of the volume of 
work and the complexity of the operation 
results in worthwhile suggestions for im- 
provements from the supervisors them- 
selves. 

Chart suggested revisions after a study of 
the methods, locations, and sequences. 


7. Present the improved method 
New form designs, machine applications, new 
work layouts. 
Suggest any changes in personnel require- 
ments from a study of work volume analy- 
sis and time requirements. 


8. Assist in the installation 

The methods man should assist the depart- 
ment managers. 

Program not completed until the changes 
are made. Always be available for consul- 
tation. 

Give credit where due. take little for your- 
self. If the improvements are satisfactory, 
the persons who really need to know will 
be aware of your success. A goud idea is 
to have the reports on the improvements 
sent to top management over the signature 
of the department head you served. 
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Of what value records storage such as pictured in this view of a Government file area in Washington? 


Fact Power and Savings through 


RECORDS MANAGEMENT 


By Emmett J. Leahy and Robert A. Shiff 


of the National Records Management Council 


Second of two articles: the first appeared 
in the September issue 


* THE factors involved in the establishment of 
a records center are worth careful consideration. 
A records center pays off. In most companies, 
records are either crammed into costly file cab- 
inets and office space, or dumped with little or no 
supervision into cellars, attics, or warehouses, the 
prey of fire, vermin, and mold. It is hard to de- 
termine which of these fates is the most costly or 
wasteful. As a result, there is a rapid growth of 
business records centers throughout the country. 
A records center is, in brief, an economical, 
safe, and efficient method for storing records. 
Physically, it is nothing more than the whole or 
part of a fire-proof loft, or storage-type building, 
usually located on low-tax, non-premium land. 
Properly planned and located records centers can 
save as much as 
70 percent in the area of records space required 
93 percent in the cost of records space required 
92 percent in the cost of records equipment. 
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A records center, however, is not just an eco- 
nomical dumping ground for dead records for- 
gotten and inaccessible. The management of a 
center includes definite controls on records reten- 
tion, provides continuous screening of valueless 
records, and gives prompt and efficient service. 

A leading oil company in the East has just be- 
gun to fashion its records management program 
after an effective program now in operation at an 
oil company of comparable size in the Mid-West. 
It has begun by taking an inventory of all records 
in its warehouses and offices and plans to central- 
ize all of its semi-active records in a records cen- 
ter under responsible custody. 

Another oil company in the East is considering 
the abandonment of a joint tenancy policy in the 
use of records storage space. Joint tenancy is 
simply the use of separately allocated areas to in- 
dividual departments for the purpose of records 
storage. As a system, it will not work. Since 
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there is no centralized control or authority, some 
departments in the company have more space than 
they need, others have less. There is no standard 
in filing systems, in equipment, or in reference 
service. Joint tenancy is, in brief, the record 
keeping equivalent of the building of the Tower 
of Babel. 

One of the leading companies in the electrical 
industry recently audited and measured the extent 
of savings resulting from an ably directed records 
Management program. During the first six years 
of the program the equivalent of 120 car loads of 
records were destroyed, 300 car loads of records 
were transferred to a records center from valuable 
plant and office space, and more than $250,000 a 
year is being saved as a result of the operation. 


Creating a company archives 

A company archives section always pays off— 
especially when the chips are down. It is a life- 
saver against unjust claims, hostile investiga- 
tions, and mistaken public impressions. It helps 
in the formulation of policies, it provides the basis 
for essential reports, and it answers questions in 
litigation. It provides “copy” for use in adver- 
tising and public relations. 

The archives of a company comprise only a 
small percentage of the total records. It contains 
the sum of a company’s obligations, privileges, 


Records are a powerful tool 


7 
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and recorded experience. Identifying, preserving, 
and indexing these archives in accessible hazard. 
proof storage requires only a small investment, 

Some companies prefer to deposit their archives 
in a library or historical society. The Nationa] 
Records Management Council is in a position to 
find a suitable depository where the records wil] 
be preserved and subject to either free or re 
stricted use according to the conditions estab. 
lished by the depositing company. 

A company archives is a very significant by- 
product of a sound records management program. 
Fact power is inevitably lost in a warehouse or 
basement where records are just dumped and 
moved about. It is almost axiomatic that “3 
moves equal 1 fire.” There have been many in- 
stances in the past where companies have de- 
stroyed orphaned records without regard for the 
fact that vital records were being destroyed along 
with temporary records. 


Capitalizing archives in a company history 

A company history is simply the story of a com- 
pany. It is a written distillation of a company’s 
total experience. 

A company history reflects the character of the 
company, the philosophy and attitudes of its ex- 
ecutives, and the general concepts of the business 

(To page 68) 


but only when well applied 
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A. Devaney, Inc., N. Y. 


William L. Batt, a featured speaker 


AMA Office Management Meeting 


* THE stage is just about set for one of the relations at New York University. He is being 
main events of the year in the field of office man- assisted by the AMA Office Management Division 
agement. One thousand office executives will con- 
vene at the Hotel Statler, New York, October 20th 
and 21st, to discuss cost reduction at the annual 
meeting of the Office Management Division of the 
American Management Association. 

Lawrence A. Appley, AMA president, an- 
nounces that all seven sessions of the two-day 
meeting will be devoted to an exchange of infor- 
mation on how companies are reducing office 
costs without affecting office efficiency. Methods 
to be discussed will include improved procedures 
for keeping records, maintaining files, bookkeep- 
ing, mechanization, layout and space control, and 


more effective use of human resources in the Coleman Maze, 
office organization. vice-president 
Th ee : ‘ 5 for Office 
e program for the meeting is being rounded Management 
into shape by Coleman Maze, Office Manage- Division 


ment Division vice-president, and vice-chairman 
of the department of management and industrial 
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planning council, whose membership includes rep- 
resentatives of fifteen types of business. 

Members of the Planning Council are Car] J. 
Basler, industrial relations department, U. 5S. 
Rubber Co., New York; W. W. Bittner, methods 
department, National City Bank of New York; 
Carl B. Cramblett, manufacturing manager, Le- 
Tourneau Co. of Georgia, Toccoa, Ga.; Walter 
Emmerling, office manager, Procter & Gamble 
Co., Cincinnati; James F. Foley, director, meth- 
ods research, Remington Rand, Inc., New York; 
J. A. Handy, Jr., controller, Deering, Milliken & 
Co., New York; J. M. Herrmann, assistant cash- 
ier, American Trust Co., Chicago; A. R. Hutchin- 
son, Jr., supervisor of office standards, Western 
Electric Co., New York; Theodore Lemcke, office 
manager, Standard Brands, Inc., New York; 
Lawrence C. Lovejoy, associate professor, depart- 
ment of management and industrial relations, 
New York University ; Claude V. McBroom, direc- 
tor of manufacturing, Meredith Publishing Co., 
Des Moines, Iowa; Henry A. McCashin, systems 
department, R. H. Macy & Co., Inc., New York; 
Joseph M. Robins, president, Roberk Co., Nor- 
walk, Conn.; R. E. Shull, manager, office service 
division, Socony Vacuum Oil Co., Inc., New York; 
C. M. Skade, division head, S. H. Kress & Co., 
New York; Roy Walls, general office manager, 
Bridgeport Brass Co., Bridgeport, Conn.; K. B. 
Willett, vice-president, Hardware Mutuals, Stev- 
ens Point, Wis. 


A new departure 


% A NEW departure for this conference is the 
establishment of two separate Office Management 
Idea Exchanges, one for companies with large 
offices and one for companies with smaller offices. 
At each of these concurrent sessions six 5-minute 
papers will be given, describing a tested short cut 
in office administration. 

Another outstanding feature will be an address 
by Wiliiam L. Batt, of SKF Industries, Philadel- 
phia. Mr. Batt, long identified with AMA, knows 
particularly what the Office Management Divi- 
sion is interested in. He will talk about what the 
office manager should know about world condi- 
tions in order to be prepared to assist his com- 
pany in planning adjustments. 

President Appley will make his opening ad- 
dress preceding the conference’s first session 
on Thursday morning, October 20th. Vice-Presi- 
dent Maze will be chairman. He will introduce 
Ewan Clague, Department of Labor, Washing- 
ton, D. C., who will speak on “Cost Reduction: 
A Postwar Problem,” and Richard E. Foster, 
Ebasco Services, Inc., New York, who will have 
the subject, “Co-ordinating Office Cost Reduction 
with Company-wide Cost Reduction.” 

That afternoon, W. E. Tarr, general manager, 
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Studebaker Corp., South Bend, Ind., will be 
chairman for a panel discussion on “Cost Redue- 
tion in Office Services.”’ Panel members will be 
George Vanderbilt, Standard Oil Co., Cleveland, 
Ohio; George Berni, Procter & Gamble Co., Cin- 
cinnati, Ohio; F. F. Middleswart, E. I. Du Pont 
de Nemours & Co., Wilmington, Del.; and Rob- 
ert Bruce, American Telephone & Telegraph Co,, 
Inc., New York. Each speaker will discuss his 
subject for twenty minutes, after which a gen 
eral discussion will take place. The subjects are, 
in order, “The Paradox of Mechanization,” “No 
Filing, No Costs,” “Saving Space with Functional] 
Furniture,” and “Miscellaneous Opportunities for 
Cost Reduction.” 


Idea exchange 


Concurrent sessions take place the following 
morning featuring an “idea exchange’ for the 
large office and the small office. Chairman of the 
“Large Office Idea Exchange” session will be 
John Handy, Jr., Deering, Milliken & Co., New 
York. Men on this panel are Roy Walls, Bridge- 
port Brass Co., Bridgeport, Conn.; James Foley, 
Remington Rand, Inc., New York; S. R. Leach, 
York Corp., York, Pa.; L. E. Isaacson, Eastman 
Kodak Co., Rochester, N. Y.; and E. M. Derby, 
Metropolitan Life Insurance Co., New York. The 
subjects to be discussed by these men are “Au- 
diting Job Evaluaton,” “A Short Cut in Prepar- 
ing Lists for Publication,” “Prospecting for Cost 
Reduction,” and “Office Equipment Controls.” 

Guiding the “Small Office Idea Exchange” will 
be Albert A. Beste, Koenig Coal & Supply Co., 
Detroit, Mich. Members of this panel are Edith 
Harper, Scott, Foresman & Co., New York; 
Powell Majors, Lance, Inc., Charlotte, N. C.; 
Howard McCullough, Stromberg-Carlson Co., 
Rochester, N. Y.; Robert Brown, Bird Coal Co., 
Philadelphia, Pa.; and W. C. Damuth, Home Life 
Insurance Co., New York. The subjects to be 
covered here are “Using Forms to Cut Costs,” 
“A Treasurer Attacks Office Costs,” and “De- 
partmental Reorganization.” 


Luncheon speakers 


William L. Batt, SKF Industries, Inc., Phila- 
delphia, will be the guest speaker at the luncheon 
following. He will be introduced by Mr. Appley. 

That afternoon, Dr. Maze will again be session 
chairman, this session to be entitled “Inventory 
of Human Resources.” E. L. Helm, Shell Oil 
Co., Inc., president of Office Executives Associa- 
tion of New York, will talk on “Exporing Hidden 
Resources in the Office.” The conference will 
close with a demonstration by Alexander Bavelas, 
assistant professor of psychology, Massachusetts 
Institute of Technology, titled “The ‘Role Play- 
ing’ Technique in Supervisory Training.” 
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BELOW: 

THE ROYAL is the name given to this all steel typewriter eleva- 
for stand by the makers, Maso Steel Products, 81 West Van Buren 
$¢., Chicago. Especially made to match and blend with the latest 
in steel office installations. It is shipped knocked down, 
can be assembled in minutes, thanks to the company's exclusive 
rigid leg bracket which is a feature of the new stand. Other 
features include tip-toe, right foot control for raising and lower- 
ing; molded rubber feet; rubber casters; elbow-type drop leaf arms; 
and all steel top. Packed one to two cartons with shipping weight 
of 27 pounds. List priced at $17.95, f.o.b. LaCrosse, Wis. 


BELOW: 

LIQUID PROCESS DUPLICATOR, one of four new models, now 
in production by the Old Town Ribbon & Carbon Co., Inc., 750 
Pacific St.. Brooklyn, N. Y. They are said to incorporate improve- 
ments and advances not heretofore available. The machines have 
been engineered to provide exceptionally fast, simple, efficient, 
and economical operation. Ready for delivery first are four 
models, two of which are hand operated and have an automatic 
feed; the others being electric and also having automatic feeds. 


% 
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NEW THINGS 
in the 
NEWS 


ABOVE: 

PRODUCTION HAS BEEN STARTED on this new Econo-Form 
desk of press-formed, laminated veneers with steel drawer interiors 
and roller bearing suspensions. Manufactured by the Federal 
Equipment Co., 2412 Pennsylvania Ave., N.W., Washington, D. C.., 
its new features include interchangeable pedestals, drawers and 
tops, providing much flexibility. File drawers are equipped with 
sliding convenience tray and dictation board in the box drawers. 
Also has a locking device which permits complete interchanging 
of drawers and pedestals. Four top sizes are available: 30 x 58; 
39 x 58; 30 x 45; and 39 x 76 inches. Each top has fully lamin- 
ated core to the thickness of 13¢-inches. 


BELOW: 

EXECUTIVE DESK CLOCK with self-starting electric time move- 
ment, and sleek, modern appearance, is named the Baxter, a 
product of Seth Thomas Clocks, Division of the General Time 
Corp., Thomaston, Conn. Comes in two models, the blonde 
mahogany shown, and also in brown mahogany, either model 
priced at $19.95. Features include highly polished brass side- 
pieces, sash, and base. Dial has an embossed rectangular center 
in light ivory with surrounding mat finished in silver background. 
Numerals, as well as the hour and minute hands, are in black. 
Clock is 4 3/16 inches high; 8!/2 inches wide; and 2!/4 inches deep. 
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BELOW: 
A FASTER, HANDIER ink eraser, Xit, is the latest product of 
the Sanford Ink Co., Bellwood, Ill. Contained in an attractive, non- 


rolling metal box, Xit is applied in one operation in a matter of 
seconds, and there is no lid to pry off. To use, simply remove the 
easy-grip bottle cap, apply liquid to spot, and blot. Fluid is fast- 
acting, thorough, and is always protected from light. 


ABOVE: 
FLUORESCENT LIGHTING FIXTURE combining a high output 


of indirect light with easy maintenance, trim appearance, and 
other features, is introduced by Sylvania Electric Products, Inc., 
500 Fifth Ave., New York. Called the CL-242, it is a two-lamp, 
40-watt unit with a bottom louver and luminous plastic side panels. 
When mounted in continuous rows the fixtures form an unbroken 
line of light pattern. Can be mounted on surfaces or by pendant, 
individually or continuously. Joining is easily and quickly ac- 
complished. Chassis of the fixture is made of 20-gauge steel. 


RIGHT: 


INTRODUCED as Presto number 30, the personal stapler, by 
the Metal Specialties Mfg. Co., 3200 Carroll Ave., Chicago, this 
item performs with precision, yet is only 23-inches long. It easily 
fits into pocket, purse, brief case, or school bag. Not only staples 
papers, bags, and packages, but also opens to become a tacker 
for bulletins, shelf paper, and many other uses. Priced to retail 
at 98 cents. 


BE 

BELOW: . 
NOW AVAILABLE in an attractive Strato-Gray color, and sell- st 
ing for under $50, this Model C stencil duplicator is offered by cl 
the Heyer Corp., 1850 South Koster Ave., Chicago. Delivering st 
more than 100 copies per minute, it can handle any job from St 
post cards to legal size paper. Its features include automatic re 
paper feed; large capacity feed table; and quick setting guides. re 
Delivers clear, sharp copies and is sturdily built. N 
h 


ABOVE: 


BUSINESS GIFTS for Christmas or any occasion, are these 
new products of the Autopoint Co., 180! Foster Ave., Chicago. 
The ball point pen is precision engineered and has a replaceable 
cartridge that controls the flow of ink. It will retail for $1 and 
a companion pencil for $1.25 or $2.25 for the set. Colors will 
be black. dubonnet. green, and white. The ‘man-size" ash tray 
has a full seven-inch amber glass bowl. Space is provided on 
the metal rest bar for imprinting personalized greetings, names 
or initials of friends. The tray will retail for $3. 
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BELOW: 

FIGUREMASTER is the name of this smart, new commercial 
salculator produced by the Marchant Calculating Machine Co., 
Oakland, Calif. The keyboard features Phantom Touch with Tenite 
keys which are double-molded for clarity and permanence of 
insignia. The top surfaces of the machine's keys are slanted, 
step said to reduce hand fatigue and to minimize operator's 
chances of accidentally depressing two keys at once. Controls 
and tabulator keys are grey, while columnar divisions of the key- 
board are indicated by alternate colors of green and ivory. Key- 
board cover is in soft blue. 


BELOW: 


NOW AVAILABLE AGAIN from the makers, Yawman & Erbe 
Mfg. Co., P. O. Box 880, Rochester, N. Y., are their 4000 line 
flush side steel storage and transfer files, left, and their line of 
steel waste baskets, right. The newly resumed transfer line  in- 
cludes a variety of sizes, with all cases and drawers having four 
steel rollers, safety gauge strips, and a number of other features. 
Standard finish is grey enamel. The waste baskets are made with 
reinforced top, ribbed corners, three-quarter-inch feet, glides, and 
resilient rubber binding encircling the top. Baskets are made in 
Neutra-Tone grey finish, as well as in olive green and plain colors 
harmonizing with walnut, oak, and mahogany office furniture. 
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LEFT: 

ELECTRIC FAN COVER shown, is one of a complete line of 
translucent clear plastic covers designed and made by the Bud- 
lew Products Co., 20 East Jackson Blvd., Chicago. Fabricated 
of Vinylite, they are said to be waterproof, dustproof, crackproof 
and non-inflammable. Available for home and commercial use 
in eight to 35 inches. Retail prices range from 50 cents to $3.50 
each, covers being individually packaged. 


ABOVE: 

THE SMOOTHIE, a new small-size ballpoint pen is the latest 
addition to the line of writing instruments made by the Fineline 
division of the W. A. Sheaffer Pen Co., Mt. Pleasant, lowa. De- 
spite its size, the new pen is equipped with the full-size 'Micro- 
crafted" replaceable unit. Shining metal caps add richness to 
the lustrous barrels which come in a choice of five colors: rose, 
coral, qreen. grey, and aqua. List priced at $1.50. 


ABOVE: 


THE SECRETARY is the name given to this combination filing 
and storage cabinet manufactured by the Cole Steel Equipment 
Co., 285 Madison Ave., New York. Designed to keep all office 
records and supplies neat and compact, right at the fingertips, 
it is made of heavy gauge steel. Has two letter size drawers in 
addition to four file drawers which have a 6000, 4 x 6-inch card 
capacity. The storage compartment contains two adjustable 
shelves under lock and key. Cabinet is 37!/2 inches high; 30 
inches wide; and 17!/2 inches deep. Available in olive green 
or Cole grey, it is priced at $39.95, with locks for letter size 
drawers available at $2 per drawer. The unit was designed to 
sell for more than $80. 
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ABOVE: 


GEOGRAPHICAL DICTIONARY, the latest in reference books 
from G. & C. Merriam Co., Springfield, Mass., is an excellent book 
for anyone, but particularly for offices, since it is a convenient 
source of accurate geographical information. More than 40,000 
of the world's important places are listed in alphabetical order. 
Also included are 177 maps, twenty-four of them full page types. 
The book will be put on public sale in November, priced at $8.50 
per copy. 


ABOVE: 
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ABOVE: 

INTER-OFFICE PHONE SYSTEM, requiring no tubes, has been 
developed by the Modern Telephone Corp., 509 Madison Ave. 
New York. Designed primarily for executives and their staf 
members, the instruments permit two-way conversations without 
the use of a push-to-talk key, thereby leaving hands free for other 
duties. The name of the caller lights up on the executive's instry- 
ment. No one can cut in on him but he can link himself with 
his staff even when they are conversing with each other. This 
is done by means of a light signal on each staff station, which 
indicates that the executive wants to talk to him. Equipment js 
interconnected so that any staff member can converse with any 
other, as many conversations being possible as there are pairs 
of instruments. Pictured is master system. 
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ABOVE: 


BEST.-THOUGH YOU PAY 
f HOMO: 


RECENTLY ANNOUNCED by the Arrow Fastener Co., Inc., 
30-38 Maujer St., Brooklyn, N. Y., are two new products, a hand 
stapler (left) and the 105 stapling machine. The P-22 hand 
stapler, an industrial plier type, is designed to reach into "hard- 
to-get-at'’ stapling areas. It loads 150 staples, uses two sizes; 
V4-inch and 5/16-inches. Made of steel with an all-chrome finish, 
it is easy to clean since removal of one pin allows the entire 
mechanism frame to drop out. The latest model of the 105 has € 
a new spring to improve resiliency; a push latch for easier open- 
ing; and a pusher rod which holds staples in tight and provides 
a steady release of them. It too, is made of steel with chrome 
plating, and it can be used as a stapler, tacker, and plier. Loads 
105 staples '/2 x '/4 inches, and fastens up to 40 sheets of paper. 
It has a reach of 234 inches and weighs 10 ounces. 


AN INTERESTING and certainly most useful item for typists and 
secretaries is this Hosiery Mending Kit which is included in each 
box of Sphinx typewriter paper produced by Saxon Paper Products, 
Inc., 240 West 18th St., New York. About the size of a regular 
book of matches, the kit contains a needle, thread, and run- 
stoppers. The stoppers are in regular match-like form. Gerald M. 
Bronson, advertising manager of the company, developed the idea 
which is said to be very successful. 


48 OFFICE MANAGEMENT AND EQUIPMENT 


ABOVE, RIGHT: 

NEW OILER, with half-ounce capacity, has been developed by 
the Seamless Products Co., Inc., 311 West 66th St., New York. 
Made of brass, and nickel plated, it has a spout cap which pre- 
vents spilling when not in use. Intended for all types of busi- 
ness machines and other appliances where only small amounts 
of oil are required. 
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ABOVE: 

SELF-ADHESIVE, insertable desk tray markers are the latest 
from the Perma Products Co., 1507 Burlingame Ave., Detroit. 
The Flash markers have a special type of activated adhesive which 
makes them easy to apply yet insures them against peeling, dry- 
ing, and falling off. They adhere to any type of smooth surface 
such as wood, metal, glass, plastic, and tile. Priced at 50 cents 
per package, each includes seven 34 x 2-inch label holders with 
twenty ready-to-use headings. 


ABOVE: 


AUTOMATIC ELECTRIC STAPLING MACHINE that staples 
instantly upon insertion, is from the Staplex Co., 72 Jay St., 
Brooklyn, N. Y. Available in two models, one AC the other DC, 
the features of the machine include single contact control; com- 
pletely automatic operation; adjustable staple position; portabil- 
ity. With it, there is no repetition of stapling in same position 
—cannot staple over. Uses standard staples which are quickly 
and easily loaded through a front opening. Size is 12 x 12 x 8 
inches, and machine weighs 12!/. pounds. 


RIGHT: 


CABINETS OF ALL TYPES, among them this file cabinet, left, 
and the wardrobe type, right, are products of the Pines Mfg. 
Co., 9222 Addis St., Dallas. The progressive, ball-bearing roller 
Suspension is one of many features of the filing cabinet. This 
model can be furnished in olive green enamel or in olive green 
or grey Lavax wrinkle finish. It is made of Bonderized paint-grip 
steel, fully reinforced. Comes in a variety of sizes. The ward- 
robe cabinet is 72 inches high, 34 inches wide and 18 inches 
deep, comes complete with four adjustable shelves. Heavy gauge 
steel is used in its construction, and handles and hinges are heavily 
chrome-plated. A three-point Yale & Towne lock is also supplied. 
hipped assembled, with a weight of about 130 pounds, this 


model is available in olive green enamel or Lavax wrinkle green 
or grey. 


October, 1949 


OFFICE MANAGEMENT AND EQUIPMENT 


BELOW: 


FULLY AUTOMATIC, this new calculator being introduced by 
the Friden Calculating Machine Co., Inc., San Leandro, Calif., is 
the result of six years of research and engineering. Among its 
many features, it offers completely automatic division, multiplica- 
tion, addition, and subtraction. It is designed to aid in reducing 
the costs of handling payrolls, inventories, and other problems. 
The Friden Company has designated it as model ST-W. 


ABOVE: 


ELIMINATING ALL OBSTRUCTIONS along the top edge of 
the drawing area, this new model D Wrigraph drafting machine, 
manufactured by L. G. Wright, Inc., Box 63CH, Cleveland, mounts 
in the extreme right hand corner of the drawing board instead 
of the center or left corner, permitting free movement of the 
scales over the entire area without interference. It is a portable 
unit and is easily fastened to any board or table. Has a drawing 
area of 20 x 26 inches and its ball-bearing precision drafter is 
accurately calibrated through eccentric adjustments built in to 
the mechanism. Interchangeable engine-divided scales in all of 
the standard graduations are available, and the light-weight pro- 
tractor can be locked at any angle. Model is available in two 
sizes, both fully guaranteed for accuracy. 
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LEFT: 


SINGLE TIER LOCKER, built in many styles and fitted with a 
variety of equipment, is manufactured by the All Steel Equipment 
Co., Aurora, Ill. Said to possess the stamina and correctness of 
design that will keep it efficient for many years, its standard equip- 
ment consists of a hat shelf, a two-prong ceiling hook, and three 
or more single-prong coat hooks. Olive green, grey, and brown 
are the standard finishes available. Special finishes can be had 
upon order. 


ABOVE: 
. " BOVE: 
THE LATEST from the Wilson Jones Co., 3300 Franklin Blvd., A : a 
Chicago, is this stapler with base and body of die cast aluminum. MODEL 30 is the latest humidifier eaten Sy a Sie 
Marketed under the Tatum trademark, the stapler embodies Laboratories, Inc, 1186 Grove St., ype goes . a e unit 
numerous features that provide conveniences in operation, ease of evaporates approximately three gallons of water per our, with 
loading, and smooth action. It staples, pins, and tacks, has a an electrical consumption of about 230 watts. As with other 
modern design in two-tone satin finish aluminum for harmonious models made by the company, this one eliminates the use of 
effect in both office and home. compressors, expensive air or drain piping, and duct work. Model 
30 units can be used in multiple to provide uniform, controlled * 
humidity conditions in an enclosure, or are suitable for "spot" 
BELOW: humidification, or for boosting the humidity obtainable from of 
INAUGURAL of a free production and test cleaning service existing systems of any type. Complete and absolute diffusion I 
for companies wishing to eliminate the time, expense, and bother of moisture with room air is obtainable with this model, designed 
of conducting such tests on their own premises, is announced for industrial needs. gi 
by the Magnus Chemical Co., Inc., Garwood, N. J. At their 0! 
plant, where a wide variety of equipment and chemicals are | 
available in a special building provided for the purpose, full- a 
scale production tests can be conducted under actual working p 
conditions. The equipment, some of which is pictured, includes ; 
agitate cleaning machines; cleaning tanks; drying oven; debur- t 
ring and burnishing barrels; steam gun; and solvent cleaner 
sprayer. : 
ll 
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ABOVE: 


NEW PLASTIC SPRAY called Krylon, is a transparent plastic 
coating that is supplied in a seif-contained, handy compact 
sprayer. To release spray, simply press the top of the can with 
thumb. The result is a fine spray, forced out under pressure in 
such a way as to provide a clear, protective coating that will 
adhere to practically any product. It will protect maps, draw- 


ings, tracings and blue prints against smudging, dirt, and water. 
s ‘ Es In addition, the spray prevents corrosion of machined parts, tools, 
ye ¥ Met gS ‘ and precision instruments. The company also manufactures plas- 


tic coating and cleaner and solvent. A product of Foster 
Kester Co., Inc., 2601 North Broad St., Philadelphia. 
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NEW OFFICES 
FOR SWANK, INC 


% With the moving of the national sales office 
of Swank, Inc., to New York, many problems 
presented themselves. The firm of Milton Schul- 
gasser, Inc., New York, designers and builders 
of commercial interiors, was called in as consult- 
ant and contractor, and after several weeks of 
preliminary planning, started the physical altera- 
tion. 

Foremost was the task of accommodating the 
increased personnel in the limited available 
space. Although the firm occupies a floor of 10,- 
000 square feet, half of the space had to be allo- 
cated to show room and selling area. The re- 
maining half had to accommodate four executive 
offices, a conference room, executive dining room, 
sales planning offices, general office, tabulating 
machine room, filing cabinet space, shipping and 
receiving area, and customer’s service space. 

Swank, Inc., is a company that is unusually 
concerned with the comfort and pleasant work- 
ing conditions of its employees. It was neces- 
sary, therefore, through the ingenious use of 
space and materials, to incorporate all of these 
functions into a harmonious unit. 

An instance of one phase of this objective con- 
cerned the treatment of seven IBM tabulating 
machines. Originally these were located inside a 
bank railing height partition, in the center 
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In the new offices of well-known jewelry firm 


of the office space. Mr. Schulgasser, after be- 
ing shown another space that could be made 
available for this operation, designed a sound- 
proof room for these machines, with double- 
thick continuous clear glass windows all 
around the room, so that the machine operators 
would not feel entirely cut off from the rest of the 
office. The spaces between the partitions were 
filled in with Johns-Manville rock wool, and 
(To page 66) 
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A HIGHLIGHT of the very successful conference of Area 5 of NOMA, 
held September 24th at the Sheraton Hotel, Rochester, N. Y., was the pre- 
sentation to Rochester chapter of the Geyer Award of $100, given annually 
by Andrew Geyer, Inc., publishers of "Office Management and Equipment," 
for the NOMA chapter having the highest percentage of membership re- 
tention. In this picture of the presentation are, left to right: Walter L. 
Schmid, Rochester Savings Bank, past president of the chapter (the award 
was won during his term); Robert W. Ball, Rochester Gas & Electric Co., 
current president of the chapter; and Hugh A. Wichert, Fairmont Foods, 
Inc., Omaha, Neb., national president of NOMA, who made the presentation. 


Hospitality committee, made up of wives of the Rochester members. Left to 
right: Mrs. Howard R. McCullough; Miss Emily Thompson, Rochester chapter 


corresponding secretary; Mrs. Clay Bestor; Mrs. Wilbur Eckert; Mrs. Robert 
Schellberg; Mrs. Herman Walz; and Mrs. Edward Luth. 
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NOMA AREA 5 


Meets 


Rochester Wins Geyer Award 


Technical session speakers, left to right: Worth 

Probst, Edmund H. Plant, Eastman Kodak Co.; 

Fred A. Schultz, president, Syracuse chapter, watch 

as John Hartnett, vice-president of the Haloid Co., 

Rochester, demonstrates his company's copier, used 

in the Xerography process, for the first time in 
a public showing. 


The program for the conference was of exception- 
ally interesting character, involving technical and 
other sessions on various subjects and speeches by 
Gordon S. Blackwell, Triple Cities chapter; NOMA 
president, Hugh Wichert; Al Sisson, Lincoln Ro- 
chester Trust Co., radio columnist; Worth Probst, 
Worth Probst & Associates; and David Stewart. 
Pictured, below, at one of the sessions are, left to 
right: William Neil, past president, Buffalo chap- 
ter; E. J. Richardson, president, Albany chapter; 
R. G. Strickland, national director, Area 5; Robert 
W. Ball, president, Rochester chapter; Howard 
McCullough, general conference chairman; Presi- 
dent Wichert; Ross Jacques, past president, Ot- 
tawa chapter; Charles C. Smith, past president, 
London chapter; and Bruce E. James, past presi- 
dent, Hamilton chapter. 
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During the first 6 months of 1949 
Coles sales to dealers throughout 


the U.S. set a new all-time record! 


Cole dealers have increased 
their sales and opened many new 
house aceounts in gpite of the 
down swing in business. 


We can help you do the same. 
Write today and you will hear 
from us by return mail. 


COLE STEEL EQUIPMENT CO., NEW YORK 17, N. Y. 
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STORAGE AND WARDROBE CABINETS — Solidiy built of heavy gauge furniture steel. 
Reinforced doors have 2-way locking device, controlled by parancentric lock. Olive green 
or Cole gray crinkle finish. 

No. 760 Storage Cabinet, 4 adjustable shelves 76” high, 36” wide, 18%,” deep. $59.00 


No. 760R Wardrobe Cabinet, chrome coat rod 76” high, 36” wide, 18%” deep. 57.50 
No. 760C Combination wardrobe & storage cabinet 76” high, 36” wide, 18%” deep. 63.50 


acme annee 


BLUEPRINT CABINET—Drowers on ball. 
bearing rollers. Green or Gray. 
No. 4030: 5 drawers $86.95; Base, $14 
Inside drawers: 37” w, 25” d, 2,” } 
Cabinet size: 40” w, 28” d, 153,” } 
No. 4332: 5 drawers $124.95 
Inside drawers: 43” w, 32” d, 2,” h 
Cabinet size: 46%” w, 35%" d, 153,” h 
LARGER SIZE AVAILABLE. 


PORTABLE “‘JUNIOR”’ FILE — Desk 
height for both hanging or regular fold- 
ers. Lock and 2 keys. 30/2” high, 24” 
deep. Olive green or Cole gray finish. 
No. 2654—Lletter Size $20.00 


PU I ee ee eer. 


4 


a 


COLE 


STEEL CARD CABINET (1500 Capacity) 
Green or 


STEEL CARD BOX—A beautifully No. Card Height Width Gray 
streamlined steel tickler box for 3x5 C335 3x5 5," 6,” $2.90 
Index Cards. 300 card capacity. Olive C346 «4x6 6%” 7,” 3.90 
green or Cole gray finish. C358 «= 5x8 7%" OY” 4.90 
No. C35. $1.25 C369 6x9 84,” 10%” 6.90 


PRICES SLIGHTLY 


oe 


285 Madison Avenue, — 


HIGHER IN ZONES 2 AND 3 


STEEL CARD CABINET (3000 Capacity) 
Green or 

No. Card Height Width Gray 
C3352 3x5 54g” 12-5/16” $5.15 
C3462 4x6 6%” 14-7/16" 5.90 


C3582 5x8 74,” 18%” 8.15 
C3692 6x9 8%” 20,” 10.15 


STEEL EQUIPMENT COMPAN 
New York 17, N. | 
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4-DRAWER “AIR-FLO” FILE — With 
i i ball-bearing cradie suspension for 
STEEL SAFE—With a Yale 3-wheel screw - ¢ 
$14 wedge combination lock and locking COMBINATION CABINET — Top is a smooth operation. Green or gray. 
an bolts. 304%)” high, 143%” wide, 28%” safety, lock compartment. Bottom is a Letter Size No. 1004 $59.60 
a deep. Olive green or Cole gray. letter size “‘Air-Flo epee ep 14%,” w, 51%” h, 28%” di 
1.95 No. 2906 . $49.50 Size 30% high, 14% wide, 28% Legal Size No. 8004... $68.40 
» Same as above with adjustable shelf deep. Olive green or Cole gray. 17%,” w, 51%” h, 28%” d 
, ” instead of 2 Vault Boxes. No. 2900 $49.50 No. 5002 $37.95 Automatic lock ...........$11.00 additional 
. Walnut or Mahogany $9.00 additional. Walnut or Mahogany $9.00 additional. Walnut or Mahogany finish-add $15.00 
‘le 
q 
esk PORTABLE DESK FILE — Desk height; CHROME ARMCHAIR—Upholstered in TYPEWRITER TABLE — All stee! table. 
ald- top slides closed; has lock and key; vinyl-coated simulated leather. Triple- Linoleum top with fine aluminum edging. 
24” rolls on castors. Green or gray finish. plated chrome finish. 31” high, 21” Green or gray finish. 253%, high, 29% 
ish. No. 854—Letter Size $36.95 wide, 22” deep. Choice of colors. wide, 154 deep. 
00 No. 858—Legal Size $44.95 No. 4000 $39.00 No. 755 $15.00 
Akewewee| GPP SPC Hee reer se ee ow - 
{ 

city) t 
~' BANKER'S NOTE FILE—With improved : > eget pg oe oye STEEL SECURITY BOX — Sturdy lock 
13 Compressor. 5%” high, 11%” wide, lock. 16 x x 7% . Cole gray with two keys. 11%,” x 7%” x 4%”. 
90 15%," deep. Green or gray finish. crinkle finish. No. C1505 — $13.50 Green crinkle finish. No. C180... $5.50 
15 No. C40—with flat key lock $15.00 Same as above with Yale lock— Same as above with Yale lock— 
15 No. C40Y—with Yale lock $18.50 No. 1505Y . $14.50 No. 180Y . $9.09 


FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 


‘“{ OLE STEEL EQUIP "4 NT COMP ANY 


>. New York 17, 


1285 Madison Avenue 
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The “SECRETARY” display 


The most efficient office cabinet made. Designed to keep all your 
office records and supplies neat and compact right at your finger- 
tips. Made of heavy gauge steel. Equipped with a storage com- 
partment containing 2 adjustable shelves under lock and key, two 
letter size drawers which glide smoothly on roller bearings and 
four card file drawers for 4 x 6 cards. 6000 card capacity. 
37 2” high, 30” wide, 17%” deep. Olive Green or Cole Gray. 


Prices 20% higher in Denver and West of Rockies. 


FREE PHOTO OR CUT OF ABOVE ITEM ON REQUEST 


COLE STEEL EQUIPMENT cOMFANY 


285 Mean — New York 


only 


$3.Q85 


No. 470 


Cabinet with locks on 
both letter size drawers. 
No. 470LL $43.95 


ON YOUR FLOOR 


AND IN YOUR WINDOW 


‘17, New York 
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Right: Model 4060-CLH luminaires by 
Curtis Lighting Co. Below: Benjamin 
Electric Mfg. Co.'s luminous louver in 
entrance lobby of Cluett Peabody & 
Co., New York. 


TOOLS OF THE OFFICE 


No. 10 in a series covering available types of office machines and equipment 


Ceiling Lighting Fixtures 


Benjamin Electric Mfg. Co., Des Plaines, Ill. 
Sky-Glo Luminous Louver 
@ Completely conceals from view the lighting units, as well 


as unsightly ducts, pipes, outlet boxes, and substituting a 


clean translucent ceiling. Provides high levels of illumina- 
ion in the range of 100 to 130 foot candles. Translucent 


Vinylite louvers, made up from standard stock parts to fit 
any size or shape of room. Simple layout and installation. 


Curtis Lighting, Inc., 6135 W. 65th St., Chicago 38 
No. 4060-CLH Luminaire 


@ Dimensions: 4834” long (including end ornaments) ; 1214” 
wide; 514” deep. Weight installed approximately 25 lbs. per 
four foot unit. Side reflectors and louver fins are aluminum. 
Wiring channel and end plates are steel. End ornaments 
are plastic. Side reflectors and louver fins are Alzak pro- 
cessed. Wiring channel finished baked white “Fluracite.” 
End plates finished silver gray. End ornaments are ivory- 
tone. Designed for two 40-watt, 48-inch fluorescent lamps. 
Louver hinged so that it may be opened from either side 
for cleaning, relamping, and replacement of starters. No 
horizontal reflecting surfaces to collect dust. 

Luminaire is wired for 110-125 volt AC circuits, with high 
power factor ballast. Directs 40 per cent of light output 
upward as indirect lighting, 60 per cent downward as direct 
lighting. Assures uniform, comfortable brightness through- 
out the room. “Aluminum reflecting surfaces finished by 
Alzak process eliminates glare while providing high levels 
of illumination on the working plane,” Curtis says. 


Day-Brite Lighting, Inc., 5411 Bulwer Ave., St. Louis 7, Mo. 
Four-by-Four Units 


@ Dimensions: Recessing box 48” square by 9” deep. Fix- 
tures made of steel throughout. Finish, hot-bonded super- 
white enamel throughout. “This is an entirely new idea in 
providing large area light sources,” maker claims. “The 
entire four-foot square louver assembly can be hinged from 
either side or completely removed by lifting out of the hinge 
sockets. The fixtures are normally recessed into the ceiling, 
but if conditions require, can be mounted on the ceiling so 
that the box is really exposed. In such instances, trim 
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Ceiling Lighting Fixtures 


assembly is used.” Since these units are available for 6, 8 
or 10 48” 40-watt fluorescent lamps, footcandles delivered 
can be varied according to the requirements of the installa- 


Day-Brite's Four-by-Four unit 


tion. Prices are quoted on application only since the quan- 
tity of units required has some bearing on the price. These 
fixtures are carried semi-finished in stock, and delivery can 
be made promptly. 


Electro Mfg. Corp., 2000 West Fulton St., Chicago 12 
Model No. 1045 

@ Dimensions: 4878” in length and 5's” in depth, four-lamp, 
40-watt fluorescent fixture. Materials are all Electrical Test- 
ing Laboratories (E.T.L.) approved. The metal parts are 
finished with Electro’s exclusive baked on wax-impregnated 
“Liquid Plastic’ enamel. Features of the No. 1045 are its 
extreme shallowness, ease of maintenance and installation 
(the basket hinges from either side, permitting ready acces- 
sibility to the lamps or wire-way). The fixture can be in- 
stalled by one man. Has patented Speedy Hanger which 


permits one man to do the job. The fixture incorporates 
molded Polystyrene louvered panels and side panels, which 
afford an even distribution of light through the plastic lou- 
Considered by makers to be an improvement over 
louvers because of the inherent characteristics of 


vers. 
metal 


ee 
2a 
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— 
metal-opaqueness. “Opaque material is not translucent? 
they say, “and thus causes the light rays to bounce from j; 
rather than be filtered through as in plastic.” 

Available in all wattages, voltages, and electrical cyclg 
The plastic parts permit the light to be filtered evenly, thy; 
giving an efficient fixture with no glare. The fixture , 
streamlined and has eye-appeal, in addition to the othe 
features. The fixture is available in matching two-lamp, 
three-lamp, and four-lamp units, Nos. 1025, 1035 and 1945 
respectively. This permits an architect to use the same 
design throughout an entire building without sacrificing o, 
substituting the exact lighting in order to maintain the 
design. Where the requirements are for a two-light fixture 
or three-light fixture, they are available and it is not neces. 
sary to use the four-light throughout. 

All fixtures are available for immediate delivery. The No. 
1025 lists at $36.88, the No. 1035 at $50.79 and the No. 104 
at $52.73. 


Frink Corp., Bridge Plaza North, Long Island City 1, N, Y, 
Linolite Series 27 

@ Dimensions: 48%” long; 5-3/16” deep; 1342” wide; 20- 
gauge steel throughout; special Frink high-reflection white 
enamel baked at 300° F. for maximum durability and light 
output. Available for two 40-watt T12 fluorescent lamps. 
“Graceful design softens functional aspect.’—Frink says, 
Louvers are held on both sides by sturdy loop clips which 
act as both hinges and catches so that the louver may be 
quickly and easily opened from either side for servicing or 
relamping. Cross louvers are held securely and rigidly in 
position by means of a special tension arrangement. The 
wiring trough cover is hinged for easy accessibility to bal- 
last, wiring and starters. 

Series 27 may be installed on standard Frink double or 
single stem hanger or flush against ceiling; singly or in con- 
tinuous rows. Convenient knockouts, mounting holes and 
fittings have been provided to make installation quick and 
easy. Every unit is shipped completely wired and assembled, 
ready to be installed. Each unit is individually packaged in 
a custom-designed protective carton. Claim is all units are 
100 per cent union made and carry the A. F. of L. label, 


Electro Mfg. Corp.'s 
Model Number 1045 
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Ceiling Lighting Fixtures 


acceptable anywhere; are certified by Electrical Testing 
Laboratories, and approved by Underwriters’ Laboratories. 
With a distribution pattern of 40 per cent upward and 60 
per cent downward, the upward and downward components 
of light are so balanced as to produce a higher concentration 
of useful illumination in the critical working zone. Louvers 
provide 30° crosswise and 20° lengthwise shielding. Equipped 
with certified starters and brick-type ballast to operate on 
110-125 volt, 60 cycle AC. Available immediately. 


Frink Corp.'s Linolite. Series 27 


Linolite Series 22 

@ Dimensions: 49-1/16”" long; 45s” deep; 115s” wide (2 and 
3 lamp units), 155s” wide (4 lamp unit). Made of 20-gauge 
steel, 20-gauge aluminum, Linex fluted glass. Special Frink 
high-reflection white enamel baked at 300° F. for maximum 
durability and light output. Available for either 2, 3 or 4 
40 watt fluorescent lamps to meet any lighting requirement. 
All three and four lamp units are wired with two individual 
circuits to provide a choice of multiple lighting levels at no 
extra cost. Available with either louver or glass door shield- 
ing. Louver and glass door frames are interchangeable. 
Both have special T-slot separating hinges for easy removal 
without the use of any tool. Louvers are equipped with 
unique Frink finger tip control positive gravity catches for 
easy opening and closing. All parts are precision die-formed 
from steel or aluminum. 

Delivered completely wired and assembled for quick, 
simple installation on standard Frink double stem hanger 
or flush against ceiling; singly, in continuous rows or in 
ceiling patterns of rectangles, T’s and L’s. Convenient 
knockouts, counting holes and fittings have been provided 
to make installation quick and easy. Each unit is individu- 
ally packaged in a custom-designed protective carton. Ceil- 
ing mounting provides a high downward component of light; 
hanger mounting provides an additional spread throughout 
the room. Louvers provide 30° crosswise and 20° lengthwise 
shielding. Glass side panels distribute light across adjacent 
ceiling areas, reducing brightness contrast between fixture 
and ceiling. Equipped with certified starters and ballasts to 
operate on 110-125 volt, 60 cycle AC. Available immediately. 


Edwin F. Guth, 2615 Washington Blvd., St. Louis 3, Mo. 
Guthlite 


@ Dimensions: 483g” x1214”x5”. All metal construction, 
heavy gauge steel, finished 300° White Permalux with 
Diffuse Alzak aluminum louvers for low brightness. The 
reflector assembly, or interior part of the fixture hinges 
down so that lamps and starters are easily replaced right 
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from the floor. Reflectors can also be dusted from floor level. 
Reflector assembly is balanced by a heavy duty reeled spring 
and is hinged to the Guthlite, which is made in two pieces. 
A simple twist of the wrist with the maintenance rod, fur- 


Guth Co.'s Guthlite 


nished with each fixture, releases the reflector assembly and 
it swings down on the spring. “Guthlite is a high perform- 
ance luminaire providing wide light distribution with pleas- 
ing radiant side and spill lighting,’ they say. Delivery 
prompt. 


Mitchell Mfg. Co., 2525 Clybourn Ave., Chicago 14 
Slimline Commercial Fluorescent Lighting 


@ Overall dimensions: 6614” long, 10-3/16” wide, 55s” high. 
Uses four 8-ft. Slimline lamps. Available in two types No. 
3020 for 200 milliamp, No. 3020-B for 300 milliamp opera- 
tion. Sockets are enclosed in diecast housing and are 
completely concealed. Channel is made of heavy-gauge steel, 
and is finished in baked white enamel. Diecast end housing 
and handsome decorative end cover are finished in satin 
aluminum. Louver shield is of all-metal construction. Louver 
provides 30 degree lateral shielding and 20 degree longitu- 
dinal shielding due to its full-depth design. Egg crates are 
finished in baked white. Metal sides of the louver are fin- 
ished in satin aluminum. Fixture operates on 110-125 volt 
60 cycle AC. 
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Mitchell Mfg.'s Slimline 
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Ceiling Lighting Fixtures 


Silvray Lighting, Inc., RKO Bidg., New York 20 
Visionaire—Cat. No. 41 (40 Watt) and No. 21 (20 Watt) 

@ Dimensions: No. 21, length 26”, width 6”, height 35%”; 
No. 41, length 50”, width 6”, height 336”. Made of steel 
throughout. Finished baked white enamel or with shop 
prime coat suitable for painting on the job. Visionaire is a 
multi-purpose fluorescent lighting fixture designed for wall 
mounting and arranged to be used either in a normal or 
inverted position. When installed in the normal position it 
provides a semi-indirect light distribution; inverted it pro- 
vides a semi-direct light distribution. The side panel is 
hinged, allowing easy access to lamps and starters. Provision 
is made for continuous row installations. Units may be per- 
manently installed on outlet boxes or may be wired with 


Silvray's Models 21 (smaller) and 41 


card and piug for portable installation. Visionaire’s basic 
function is as a prefabricated cove lighting element. As such 
it is suitable for the lighting of general and private offices, 
reception rooms, lobbies, corridors, stairways, etc. It is easy 
to install and provides the decorative and illumination quali- 
ties of cove lighting without the usual custom built expense 
of this kind of lighting. 

Visionaire has many other applications in the modern 
office. It is useful for the lighting of work counters and 
tables, where it is mounted in the inverted position on the 
wall adjacent to the area involved. The Visionaire unit has 
an efficiency of 85 per cent. The surface brightness is of a 
very comfortable low order. “It is the only unit of its type 
made,” says Silvray. Available for immediate delivery. 
Price: No. 41, $25.50; No. 21, $18.75. 


Sunbeam Lighting Co., 777 E. 14th Pl., Los Angeles 21, Calif. 
1800 Visionaire Series : ‘ 

@ Luminous, indirect fixture 72” or 96” long, but light in 
weight. This is a 4-lamp unit incorparating a double para- 


Sunbeam 1800 Visionaire Series 
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bolic reflector body with easily removable metal and plexi. 
glass side panels. Ease of installation. Claim it can be hung 
by one man. “Bat-wing” curve to reflector body designey 
to conform to light distribution. 


Sylvania Electric Products Co., Inc., 500 Fifth Ave., N. Y, 17 
Model CL 240, 2-Lamp Louvered Fixture 

@ Dimensions: Overall length, 491%”; width, 1154”; height, 
746”. Operating voltages: Units available for 110-125 volts 
and 220-225 volts, 60 cycle, AC. Supplied in other Voltages 
and frequencies on request. Finish: Reflector and top-hous. 
ing in high temperature baked white enamel; frame assembly 


nthe ee 


Sylvania Electric's CL-240 


in satin aluminum. Sold complete with 2-Sylvania T-12 
40-watt fluorescent lamps; Sylvania high power factor auxil- 
iary; Sylvania COP-40 starters. 

Can be either surface or pendant mounted, attached to 
center mounting brackets singly or in continuous rows. The 
2 lamps give both upward and downward lighting. Provided 
with knockouts for pendant mounting and pull-chain switch. 
Delivery immediate. 


Vision Aids, Inc., RKO Bidg., Radio City, New York 20 
8500 Line 

@ These are concentric metal ring fixtures for use with 
Silvered Bowl incandescent lamps, 300 or 500 watt. Two 
mounting types, ceiling and suspension. Diameter of either 
model overall is 11%”. Height of ceiling model is 10%” 
(down from ceiling); suspension model 29%”. 

Fixtures have an indirect light distribution when used 
with the Silvered Bowl lamp. They have an overall effi- 
ciency of 90 per cent. The brightness on any portion of the 
fixture visible in the 0°-85° zone shall not exceed 1.5 candles 
per square inch 

Suspension type units consist of complete hanger assembly 
and a fixture body assembly. Hanger assembly include 


Vision Aids’ 8500 Line 


drawn canopy, hickey, nipple, swivel, stem, husk and mogul 
socket. The body consists of three steel rings arranged in 
a concentric pattern and welded together by three brackets. 
The body is attached to the hanger by three removable sup- 
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Ceiling Lighting Fixtures 
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port rods, and a flared metal baffle rests on the rods. 

Ceiling type units consist of a close ceiling fitter and a 
fixture body. The ceiling fitter consists of canopy, strap, 
husk and mogul socket. The canopy and husk are perma- 
nently attached. The fixture body is identical to that de- 
scribed for suspension units. The finish is baked enamel with 
the body assembly in satin white and suspension hangers in 
French grey 


A functional arrangement of four-lamp, direct and indirect lumin- V 

aires with louver bottoms, arranged around the work table in this 

private office, provides maximum illumination. These luminaires 
are products of the Westinghouse Corp. 


ASK US 
We shall be glad to procure for readers additional 
information on any of the office equipment items men- 


tioned in these pages. Address 


Editorial Department 


OFFICE MANAGEMENT & EQUIPMENT 
212 Fifth Ave., New York 
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Desk Lamps 


SS es a 


The Dazor Floating lamp, UL-2324-16, 
manufactured by the Dazor Mfg. 
, a as 
' , 
- Specialty Co., 3245 W. Lake St., Chicago 24 Has a double arm with reach 36”. Made of steel and 
exo : : : 
@ Choice of 4 models, General clamp-on, Draftsman, Execu- sturdy die castings. All electrical materials U.L. approved. 
tive Desk, and Floor units, adjustable to any desired position Finished in durable high lighted statuary bronze or warm 
without loosening or tightening any nuts, screws or bolts. gray. “Flexo is the only lamp on the market employing a 
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Desk Lamps 


Art Specialty Co.'s Flexo 


duo-spring device in each arm, offering complete adjusta- 
bility,” manufacturer claims. 

Prices range from $10 list to $26.50. Delivery 7 to 10 days. 
Other products are Litemaster and Flexarm fluorescent 
desk lamps for home, office and institutional use. 


Compco Corp., 2251 West St. Paul Ave., Chicago 47 
Circline Fluorescent Desk Lamp 


@ Dimensions: 16” shade diameter, 15” high, lamp weighs 
approximately 15 pounds. All solid pressed steel construc- 
tion. Finish: available in durable, baked-on, washable 
enamel. Metallic statuary bronze, new executive gray (to 
match gray office furniture) and a deluxe model finished in 
Old English bronze. The Circline fluorescent tube gives 
more light over a greater area than heretofore possible with 
old lamps. The stem is gracefully tapered and both the base 
and the shade are made of one piece construction. The Cir- 
cline fluorescent tube which is used in this lamp consumes 
only 32 watts of current, however, it gives off an amount of 
light equal to 125 watt incandescent lamp. The light is cool 
and is without glare. The temperature of the Circline tube 
itself never goes higher than body temperature. The cool 
operation of this lamp permits the lamp to be used during 
the summer. This lamp is quiet operating, and the tube has 
a normal life of over 3000 hours. 

Priced at $19.95 list without the tube. With the tube the 
lamp is priced at $22.95 for either the executive gray or the 
statuary bronze finish. The deluxe finish is slightly higher. 


Dazor Mfg. Corp., 4485 Duncan Ave., St. Louis, Mo. 
Floating Lamp—Fluorescent Desk Model UL-2324-16 


@ Dimensions: 24” arm extension. All-metal construction. 
Finish: Standard—Brown baked enamel over bonderizing. 
Special—gray, green, white, cream white, ivory tan and 
black or brown wrinkle over bonderizing. Features: Flexi- 
bility—has the Floating Arm—Moves freely into any position 
and stays put without locking. Operation: A strong spring 
force, acting through a shifting fulcrum and parallelogram 
on both sections of the double arm, equalizes the varying 
forces exerted by the arm, thereby balancing the arm in 
any position. Model listed is a low power factor lamp for 
use on AC, 110V-60C. Dazor Floating Lamps are also avail- 
able for use on other circuits and voltages. Choice of 4 
additional base models: Universal (clamp or screw-on), 
Business Machine, Pedestal and Bracket. All models (except 
Desk) are obtainable for use with incandescent lamps. Pat- 
ented floating arm and starter switch. Has approval of 
Underwriters’ Laboratories, Inc. Eastern retail price: $31.25, 
less tubes (slightly higher in the West). Delivery immediate. 
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Faries Mfg. Co., Decatur, Ill. 
Model 60243, Desk Lamp 


@ Dimensions: Height overall 1214”, base 778”, shade 11” 
in diameter. Electroplated statuary bronze with brass trim. 
Extra metal shade provides indirect lighting for table or desk 
illumination. 


Faries 60243 Lamp 


General Lamps Mfg. Corp., Elwood, Ind. 

No. 820 Typewriter Lamp 

@ Large base bearing surface, 6”x12”. Claim is, it fits 
under any typewriter; 12” flexible arm, metal shade 412” x 


General Lamps' Number 820 


9”. with turn knob socket. No. 18 rubber cord 6 ft. outside 


’ 


of lamp, and plug. Finished in wrinkled black. Price $3.95. 


Model 1970 from General Lighting Corp. 
October, 1947 
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Desk Lamps 


General Lighting Co., 1527 Charlotte St., New York 60 
No. 1970 Fixture 


@ Incandescent lamp. Bracket range from 18” to 36”. No 
other information available. Claim delivery 6 weeks. 


Gruber Bros., Inc., 125 So. First St., Brooklyn 11, N. Y. 
1551-214 Fluorescent Desk Lamp 


@ Cast construction, plated bank bronze finish. Wired with 
manual starting switch, cord and plug, for use of 110-120 
volt, AC or DC for two 14 watt, 15” fluorescent lamps. Also 


The Gruber L551-214 Lamp 


available for one 20 watt, 24” fluorescent lamp with corre- 
sponding longer shade (catalog No. L-554-20). Both are 
engineered for proper desk illumination to provide maximum 
eye comfort. Delivery from stock. 


Laurel Lamp Mfg. Co., 212 Fifth Ave., New York 10 
Sight Saver No. D-125 


@ Dimensions: 17” high, shade diameter 1312”. Unbreakable 
metal castings, brass, and aluminum shade. Finish—base 
finished in heavily electro-plated English bronze or Colonial 
brass and protected by highly baked lacquer coating. Shade 


Laurel's Siaht Saver 


finished in dubonnet or green baked enamel. Unbreakable 
metal castings made from white metal alloy make the base 
durable, dent-proof, and lend itself to deep, lustre finish. 
The high-baked lacquers protect the heavy electro-plated 
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finish indefinitely and will not chip or peel. Three-way 
standard base bulb gives evenly diffused light on the work- 
ing surface. Lamp retails for $9.95; delivery immediate. 


Marks Manufacturing Co., 700 N. Carpenter St., Chicago 
Double Flex-Arm Lamp 


@ Has two adjustable flexible arms of 12” length. These can 
be turned to most any angle or position to provide an overall 
lamp height from 8 to 15”. Shade and the weighted, felted 
base as well as the arms are finished in brown wrinkle 
enamel. The lamp accommodates a 15-watt, 18” tube. The 
instant-light push button switch is located in the base. 
Functional flexible arm desk lamp using the fluorescent light 
source. Retail about $7.00. 


Midwest Naturlite Co., 228 W. Kinzie St., Chicago 10 
Series 2000 Adjustable Arm Floor Lamp 
@ Horizontal overall extension 2815”; height overall in 
lowered position, 45”; vertical rise from lowered position, 
5”; desk top to bottom of shade in lowered position 1234”; 
desk top to bottom of shade in raised position,, 1734”. Base 
overall (circular), 1115” wide, 334” high. Weight of base 
approximately 19 lbs. 

Tube, designed for one or two T-8 15-watt Mazda F 
fluorescent tubes; dual reflectors. Manual switch for instant 


2000 Series, Arm Floor Lamp of Midwest Naturlite Co. 


starting on AC or DC. Ballast, normal power factor standard 
for one or two models; high power factor standard for one 
or two light models. Lne cord, 8 ft. G.E. Flamenol or rubber 
covered. All models wired for 110-120 volt 60 cycle AC, but 
will operate equally satisfactorily on DC when used with a 
DC conversion element which can be furnished at additional 
cost. All models are available in a choice of three finishes 
in one-tone and two-tone effect. 


Sight Light Corp., Deep River, Conn. 

SL 500 Series (Desk Lamp) 

@ Dimensions: Overall height 13” for all six models. Solid 
brass and blending colors. Main differences are in type of 
finish to the brass (satin or polished), and color of shade. 
These are tole shades. 


Correction, please—Change your price of the Wells Office Fur- 
niture Co. No. 127 posture chair to $41.40. This is in the “Tools 
of the Office” feature in September MANAGEMENT. It was mis- 
takenly priced at $20.75. 
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Sight Light SL-500 


Smith Metal Arts Co., Inc., 1721 Elmwood Ave., Buffalo 7, N. Y. 
No. 1610 Lamp 

@ Dimensions: Height 1412”, shade diameter 12/2”, base 
6%”. Made of bronze. Golden bronze finish. This lamp is 
made by Smith Metal Arts Company under patent agreement 
with The Sight-Light Corporation, and embodies through the 
use of a separate reflector and a deflecting louver, the funda- 
mental principles covered by the Sight-Light patent. The 


2 


The 161C from Smith Metal Arts 


light from the 100-watt bulb diffuses a light over the working 
area of the desk which is relatively free from glare and does 
permit long periods of desk operation with minimum of 
eyestrain. 


Swivelier Co.'s Lamp 960CR 
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Swivelier Co., Inc., 30 Irving Pl., New York 3, N. Y. 
Desk Lamp Cat. 960CR 


@ Dimensions: Height 1914”; outside diameter shade 834”, 
outside diameter base 6”. Made of aluminum; chrome plated, 
Universally adjustable shade, manufactured with the nation- 
ally patented Swivelier Socket. Adjustable socket will not 
work loose regardless of number of adjustments. This 
Swivelier lamp is sold through electrical wholesale distriby- 
tors only. Immediate delivery. List price $14.95 each 


Van Dyke Industries, 21st & Rockwell Sts., Chicago 
Model 700 


@ Lamp height overall 25”, with a 15” shade. Base in silver 
or gold finish. Shade in maroon or green. Heavy cast gray 
iron base to prevent tipping. Base has bottom plate and 


Van Dyke's Model 700 


rubber feet. Designed for new G.E. white indirect light bulb 
in combination with Circline fluorescent. Available with 
twin lights or only the G.E. white indirect light bulb. Other 
sizes, too. 


Kurt Versen Co., 4 Slecum Ave., Englewood, N. J. 
No. 4410 Desk Lamp 


@ Swan neck provides flexibility. Finish: dusk gray, blue- 
print blue. sage green, terra cotta baked enamel. Also avail- 


The 4410 from Kurt Versen Co. 


able in brushed aluminum or black baked enamel reflector 
and base with chrome plated flexible swan neck. Comes with 
pin up tab. Lamp recommended: 40 to 100 watts. 
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... AND 
Kodagraph Autopositive Paper 


You can produce positive photographic 
copies directly from all types of originals 
—without a negative step, without 
darkroom handling. Simply expose this 
revolutionary new paper in your direct- 
process or blueprint machine . . . develop 
in standard photographic solutions. You'll get sharp, reproducible 
“masters” . . . with dense, ink-like lines on a durable, evenly 
translucent base. Intermediates . . . that are of original quality, 
or better . .. that produce sharp, clear blueprints and 
direct-process prints at uniform, practical machine speeds 


... AND 
hodagraph 

Contact Paper 

Kodagraph Contact Cloth 


Kodagraph Contact Paper assures improved 
results, lowers production costs with any type of 
contact photocopier. It reproduces your office work 
or drawings in dense photographic blacks, brilliant 
whites . . .on a non-curling, high-quality paper base. 


__,that are photo-lasting in the files. 


Kodagraph Projection Papers 
Kodagraph Projection Cloth 


| Here's versatility you'll appreciate when 
| making change-of-scale prints in your 

enlarger, process camera, or projection 
) printer. You can use Kodagraph Projection Paper 
... Which allows plentiful safelight illumination, 
ample time for dodging. Or Kodagraph Fast Projection 
Paper, which gives you maximum printing speed. 
When intermediates of maximum durability are 
desired, you can get them by using Kodagraph 
Projection Cloth, which has the same physical 
characteristics as Kodagraph Contact Cloth. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


Kodagraph Contact Cloth gives you reproductions of 
maximum durability. Its highly translucent white base 
assures fast, even printing in 
the production of blueprints 
or direct-process prints. 


Kodag raph Reproduction Materials 


You can do more... 


as you can see, simply by using 
Kodagraph Reproduction Materials in your present reproduction 
equipment. You'll find, too, that production is easier, surer . . . more 
economical than ever before . . . because these new photographic 
papers and cloths have extremely wide latitude . . . and amazing 
uniformity—from sheet to sheet, roll to 
roll, package to package. 
It will pay you to get all the facts 
—soon! 


Mail coupon for FREE booklet 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a copy of “The Big 
New Plus”—your booklet about Kodagraph 
Reproduction Materials. I have 1) direct process 
OQ blueprint ( contact printing 1) projection printing equipment. 


Name a 


(Please Print) 


Department 


Company 


Street 


City 


Kodalk 


TRADE-MARK 


Zone State 
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ee look for the 

height of swivel-chair 

comfort under 
the seat! 


When purchasing office swiv- 
el chairs, look first at the 
mechanism directly under the 


Over 1,000,000 seat. Make sure it’s the 


| Ck 
Flo-TilF 


CHAIR CONTROL 


... the “‘heart’’ of top-quality swivel 

chairs . . . Bassick’s revolutionary de- 
vice for controlling the tilting and swivelling 
which is all-important to seating comfort. 

In Flo-Tilt, the method of encasing rubber un- 
der extreme hydraulic pressure in a steel sleeve has 
been scientifically developed to provide smoother 
control of the tilting movement. This eliminates 
two disadvantages — bulky springs and the need 
for lubrication — while assuring neater appear- 
ance, greater safety and maximum comfort. 

Flo-Tilt is just one of the many ‘‘exclusives’’ 
engineered by Bassick — makers of the world’s 
largest line of casters and floor protection equip- 
ment. At your supplier's, or write for further facts 
to: THE BASSICK COMPANY, Bridgeport 2, Conn. 
Division of Stewart-Warner Corp. In Canada: 
BASSICK DIVISION, Stewart- 


Fr 
Warner-Alemite Corp., Ltd., tw 
Belleville, Ontario. Ww name 
é 
/ \ ¥ ~ 
No springs, no oiling we atl SY 
And never a squeak; = = om 


Flo-Tilt means comfort 
At its peak! 
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National Business Show 
(From page 38) 


“From her vantage point of contact between 
employer and worker, a position which she has 
enjoyed for many worth-while years, Mrs. McKay 
brings authoritive opinions to the session,” Miss 
Anna Rathjen, president of TSA, says. ‘These 
opinions are amply reinforced by her years spent 
not only as a salaried worker, but as a manager 
of her own business. Mrs. Strony, with her many 
years’ experience in the field of education, js 
equally important to the success of this TSA 
program.” 

Speakers for the Records Management Assgo- 
ciation part of the program are Eugene Whit- 
more, Dartnell Publications, whose address wil] 
be titled “The Heart of the Office.” Mrs. Alva 
Menzies, consultant on records management, will 
be chairman. Albert Pleydell, former Commis. 
sioner of Purchases of the City of New York, 
and now head of his own consulting firm, will 
speak on “Improving Office Purchasing Meth- 
ods.” 

In two separate sessions, Michael A. C. Hume, 
supervisor of methods in the consulting depart- 
ment of Bennett Chirlian & Co., and M. C. Bas- 
tianello, New York sales manager for Statistical 
Tabulating Co., will handle the National Associa- 
tion of Cost Accountants chapter assignment. 
Chairmen for these sessions will be Cecil D. 
Marshall, controller of Eagle Pencil Co., and 
Harold Kern, of National Pneumatic Co. 


Swank 
(From page 51) 
Johns-Manville Fibertone sound reducing blocks 
were cemented directly onto the ceiling and walls. 
This office, along with the rest of the floor, is com- 
pletely air-conditioned with Carrier equipment 
installed by Vent-O-Air Conditioning Co. 

The color throughout the general office spaces 
is a soft, eye-saving green, and the floor covering 
of Armstrong asphalt title, in a black and green 
marbelized pattern. The lighting throughout is 
fluorescent, and all the fixtures were made and 
installed to the designers’ specifications by the 
Progressive Electric Co. 

The steel desks used were chosen for their nar- 
row width, an important space-saving factor. 
They are manufactured by the All Steel Equip- 
ment Co., Aurora, IIl., and along with the Cramer 
posture chairs, were supplied by Clark & Gibbey, 
of New York. 

Another problem was the selection of an inter- 
office communicating system. It was found that 
some types amplified the office noises to too great 
an extent, and created a disturbing effect in the 
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P.A.’s Save Four Ways 


WITH WEBSTER’S 
DUPLICATING 
SUPPLIES 


1, GUARANTEED LONG WEAR 


You get lasting life in every Webster Tabulating Ribbon. 
Made with high grade, woven edge cloth, properly inked 


for each type of machine. 


2. SPECIAL FEATURES 


For example, Webster’s Micrometric Carbon Paper with its 
_ exclusive numbered edge eliminates retyping for spacing 


errors. Steps up office efficiency and cuts costs. 


3. SHARP IMPRESSIONS 


Your orders and receipts stay crystal clear when made with 
Webster's Pencil Carbon. Easy-to-read copies save time in 


reference work and reduce filing errors. 


4, WIDE VARIETY 
You can always buy just the right Webster MultiKopy Type- 
writing Ribbon for your particular machine and job. Made 


in extra lengths with special ink formulas, they have to be 


changed only half as often as standard ribbons. 


To get full value for every dollar you spend on duplicating supplies, order Webster's. They last longer — so 


cost less. Simply consult your nearest dealer or write to F.S. Webster Co., 9 Amherst St., Cambridge, Mass. 


F.S. WEBSTER COMPANY 


Webster’s warehouses in key cities from coast to coast: 
New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
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Couwteriar 


wut the famous Sa. 
YELLOW BOX ‘age 
kine! 


You save in many ways when 


the OAKVILLE 
YELLOW BOX LINE! 


You save clerical time and 
cost because you can get all 
your paper fastening devices 
in one shipment, from one 
reliable source, with one in- 
voice. 


you use 


You save many valuable Yours 
in every department of your 
business because the Oakville 
line holds better, attaches 
easier, and does not catch or 
tear important papers. 


You can always depend on 
Oakville performance. The fa- 
mous YELLOW BOX LINE 
has been helping save time, 
effort, and money in offices 
for a great many years. You, 
too, can get all these benefits 
fee 

STANDARDIZE ON THE 

YELLOW BOX LINE! 


OAKVILLE COMPANY DIVISION 
ouvase cane SCOVILL MANUFACTURING COMPANY 


- “4, 

Ff % Waterbury 86, Connecticut 

i bP ew YORK ¢ PHILADELPHIA * BOSTON 
i CHICAGO ¢« SAN FRANCISCO 

“Pras 


o In CANADA: Brown Bros., LID., TORONTO 2 


See wereraer 
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| 


show room area. A telephone company system 
was decided upon, and is found to be very satis. 
factory. 

The showroom area was designed to create an 
illusion of large space, and as a background for 
the company’s men’s jewelry and leather goods, 
There is a series of open booths for fast selling, 
separated by sound-deadening glass dividers, three 
private rooms complete with specially designed 
furniture and wall units to facilitate sales; and 
a customers’ conference room. This last room has 
no sample display, and is furnished with soft 
modern furniture, and decorated in deep mascv- 
line colors, as are all the sales areas. 

All the glass used in the general office parti- 
tions is Mississippi Glass Co. clear Flutex. In the 
divider partitions, some cabinets, and also as 
part of the receptionist’s office, this same glass 
is used in a satin finish. All of the architectura] 
wood work and the sound-proof machine room 
were constructed by the Jonat Woodcraft Co. All 
floor covering was furnished and installed by 
Huffman & Boyle Co., New York. 


Records Management 
(From page 42) 


regarding expansion. It provides the basis for 
analysis, innovation, relations with competitors 
and customers, reaction to external changes, re- 
lations with labor and stock holders, company 
policy and public opinion. The story of a company 
contains an analysis and synthesis of business 
thought from which sound generalizations can he 
worked out applying lessons learned from past 
actions and experience. 

Two types of business histories are common. 
The first type, often referred to as a “puff” story, 
is a glamorized account of a company, reflecting 
little of its actual story. The second type is an 
objective study prepared by accredited historians 
and based upon thorough, competent research. 
More and more, companies are turning from 
“puff” stories to the objective, accredited type of 
history. 

Business experience is a corporate asset. As 
such, it is a valuable guide to management. A 
mature analysis of the company’s experience is a 
textbook of past lessons of help in meeting the 
problems of the present. 

In terms of good public relations, a history that 
is accredited and at the same time readable cannot 
fail to impress company directors, stockholders, 
employees, and clients. Only such a _ history 
reaches the general public through its acceptance 
and promotion by reviewers, other historians and 
librarians. The National Records Management 

(To page 72) 
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“| NEW“LET-R-GUARD’STEEL FILE 


UPERB STYLE 
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«- || CONSTRUCTIOR 
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|| FUNCTIONAL 
|| DESIGN = | 


A This masterpiece of steel cabinet de- | LET-R-GUARD File completely inno- | new—most attractive; new principles 
a sign and construction discards every vational. The full-flush front design is of construction provide extra strength, 


he previous concept of appearance and easy operation. Now available in 4- 
efficiency standards. Donald Deskey See your Globe-Wernicke Dealer drawer letter and legal size, as well 


) Associates and G-W Engineers have as with card index insert drawers—at 
at spared nothing to make the new G-W a new low price. 


nt Engineering Specialists in 
Office Equipment, Systems, 
and Visible Records 0-10 Norwood, Cincinnati 12, Ohio 
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ry Product 
ANSWER: Use Mercury Products : 


Because these rollers and blankets out-last and 
out-perform any others in the field, yet offer 
exceptional economy, Mercury users keep com- 
ing back for more. It is natural to expect fine 
quality in products of Rapid Roller Company— 
since this concern is the largest manufacturer 
specializing exclusively in rollers and blankets 
for the graphic arts. 


MADE FOR VARIOUS OFFICE 
APPLIANCE MACHINES 


RAPID ROLLER to. 


FEDERAL AT 26TH = =———s«é. M. RAPPORT ; 3 
_ CHICAGO oe sal iui asad | 
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SEND FOR FREE SAMPLE 
specifying the grade you 
wish and mentioning your 
dealer's name. 


EAGLE PENCIL CO. 


703 East 13th St. 
New York 9, N. Y. 
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Sensational Masked Pencil Test In Empire State Building Reveals: 


An independent research organization asked 
505 office workers in New York’s Empire 
State Bldg. to compare a Mirado pencil 
(bought in the open market) for smoothness 
against any other pencil they were using. 
The identity of both pencils was completely 
concealed. 

Here is the amazing report: 


“More than 25 different brands 
were tested against Mirado, 
grade for grade. 401 out of 505 
people expressed a preference; 
of these, 7 out of 10 chose Mirado 
as definitely smoother. Analysis 
of the votes showed that Mirado 
won over every other leading 
brand.” 

Ross Federal Research Corp. 


Why not test Mirado yourself? You'll find a 
smoother lead for faster writing with less 
fatigue. 

Stronger and Longer-wearing, Too 

The patented Eagle processes that make 
Mirado so smooth also give it unmatched 
point strength and durability. Try Mirado 
-.. you'll get increased efficiency and econ- 
omy, or your money back. 


“© EAGLE PENCIL COMPANY 
NEW YORK - LONDON - TORONTO 
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A TSsuRES 
YOU INCREASED 
SERVICE AND VALUE 


™* i 
CARBON PAPERS 
TYPEWRITER CARBON BILLING CARBONS 


-  FAN-FOLD CARBON PENCIL CARBONS ” 
CARBON JACKETS REGISTER ROLLS 


“TYPEWRITER RIBBONS TABULATING RIBBONS — 
‘Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. —— 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS = 
HECTOGRAPH RIBBONS DUPLICATING FLUID — 
: _ Hand i CREAM CORRECTION — ' 


CORP. 
" 401 Wood St. 270 Lafayette St. 


Pittsburgh 22, Pa. New York 12, N -Y. 
Factory: Coraopolis, Pa. 


529 So. Franklin St. 
Chicago 7, Ill. 
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Records Management 
(From page 68) 


Council cooperates with leading American y)j. 
versities in making accredited historians and spp. 
cialists available for this purpose. 


Training in Records and Archives Management 

The increasing complexities of modern indyg. 
trial organization have witnessed a sharp increase 
in personnel engaged in record making and re¢orj 
keeping. No system can be made to function ef. 
fectively unless it is carried out by trained per. 
sonnel. The savings that can be realized fron 
management control over records and archives 
will not take place unless the knowledge and skills 
of records personnel are improved by effectiye 
training. 

Two types of program 

The National Records Management Council has 
established two types of programs to train per. 
sonnel. The first type is provided through the es. 
tablishment of training centers in leading uwi- 
versities. The first of these centers has been es. 
tablished in cooperation with the Graduate Schoo! 
of Business Administration at New York Uni- 
versity. Training centers in other sections of the 
country are being developed. The courses and 
workshops included in these centers are presided 
over by the staff of the Council. 

The second type of program is in-service train- 
ing of company personnel. For sizeable groups 
intensive training restricted to a few weeks is 
conducted within a company by the staff of the 
Council. Key company personnel can also be as- 
signed to work closely with the Councils staff, and 
thus absorb its experience and technical know! 
edge. 

So much for the six essentials of a records man- 
agement program. Actually, they are not “essen- 
tials,” but rather features, or divisions. It is not 
absolutely necessary that a company desiring to 
improve its management of records adopt each 
one of them. For instance, surveys show that 
many companies have fairly efficient controls on 
record making and filing operations. However, a 
number of these same companies have vast accu- 
mulations of old records. These could well be 
evaluated, many of them destroyed, and the bal- 
ance packed off to a records center. The truth is 
that there are but few companies within Amer- 
ican business that could not in many ways revise 
their management of records for greater fact 
power and savings. As for fact power, it can in 
some instances, mean the difference between suc- 
cess and failure. And no company, in these times 
of low-margin profits, can afford to ignore the 
savings available through better records manage 
ment. 
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Another made-to-order use for 
Neva-C1oG, the plier-type stapler 


Desk-type staplers are here to stay. But for 
filing—that’s another one of those made-to- 
order jobs for NEVA-CLOG, the plier-type! 
No table or desk-top required. And the 
neatest and nearest-in-the-world to “loss- 
proof” files are those in which no fastening 
device except staples is used. 


Yes, here’s a way to reduce clerical cost, be- 
cause filing goes mighty fast with NEVA- 
CLoG. But that’s only part of the story. 
Office managers are discovering that nearly 
everyone in the place find a special use or 
reason for wanting this sturdy, quiet, 
plier-type stapler. 


NEVA-CLOG Model J-30 
Also Model J-60 for both permanent and temporary stapling. 
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Most filing delays can be Prevented 


Roe. 


b Gum you can eliminate most delays — periods of high-tension 
waiting while a file is being brought to your desk. How? By 
using modern up-to-date INVINCIBLE steel files with features de- 
signed to make the file-clerk’s job easier, faster, more etticient. 
INVINCIBLE files with their easy-rolling, quiet-operating drawers, 
their real finger touch operating compressors do just that. Features 
like these that mean drawers open quickly to their full length — 
files, invoices, cards, checks, ledger sheets are withdrawn or inserted 
instantly and easily. 

What's more, the sturdy all-welded heavy gauge steel construction 
of INVINCIBLE files means long life, without warping or twisting. 
These time-saving features, plus rugged construction, mean down- 
to-earth economy — substantial savings in seconds and minutes 
when the file is used — lower depreciation costs on file life. 

Next time you are looking for filing or steel office equipment, it 
will pay you to call your nearest INVINCIBLE dealer, Let him show 
you how low-cost, high-efficiency INVINCIBLE steel files can serve 
you better. See the entire INVINCIBLE METAL FURNITURE LINE of 
desks, files, counters. See how matching colors and “Modernaire”’ 
design can make your office — no matter how big or small — a 
better place for business living. Write for his name today. 


METAL FURNITURE CO., MANITOWOC, WIS. 


Here’s how INVINCIBLE 
FILES help you cut down 
Delay—Improve Efficiency 


FINGER TOUCH COMPRESSORS 
POSITIVE LOCK 


Filing of letters is a faster, more 
efficient routine with the new 
Invincible positive locking com- 
pressor. This new compressor 
pulls up tight, locks securely, 
holds firmly — yet, unlocks 
quickly under a slight pressure 
of the fingers. Sliding motion is 
smooth and even. 


Cradle type side suspension has 
surplus strength for a maximum 
drawer load. Drawer may easily 
be removed by raising it off the 
suspension. Ball bearing rollers 
combined with free-floating rol- 
lers assure smooth rolling action 
— at the slightest touch. Drawers 
close silently on cushioned stops. 


HANGING FOLDERS 
OPTIONAL SPECIAL ARRANGEMENTS 


Rails and rear uprights for hang- 
ing folders are optional. When 
specified, drawers can be fur- 
nished with five sway blocks in 
lieu of compressor unit in both 
letter and legal size drawers. 
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Some day one of your associates will ask for ideas 
on promoting the anniversary of your company. 
Dennison’s new booklet —““HOW TO MAKE THE 
MOST OF YOUR ANNIVERSARY” — gives you 
a number of practical suggestions for planning busi- 
ness anniversary promotions. 

This booklet is filled with common sense thinking. 
It gets right down to fundamentals on plan, scope, cal- 


endar, slogan, and promotion ideas. 


And for added help, this booklet illustrates how 


Dennison tags, seals, labels, and package accessories 
can give mass circulation to your anniversary message. 
They can be the least expensive and most effective of 
your anniversary investments. 

Send for a copy of this booklet. If you don’t need it 
for immediate use, you'll want to have it handy for 
future reference. Write Dennison, Dept. X-146, 
Framingham, Massachusetts, for the booklet, 
“HOW TO MAKE THE MOST OF YOUR 
ANNIVERSARY”. 
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WHY? See how fresh and vital she is! Lunch time— 
half a busy day gone—and not the slightest sign 
of a let-down. The secret is her individually-fitted 
Sturgis Posture Chair, which supports and relaxes her 
throughout the day because it insures erect, health- 
ful, fatigue-defeating posture. 


If the work of your office staff lags from lunch time 
on, we suggest you ask your Sturgis dealer to demon- 
strate how Sturgis chairs actually increase office 
production. —. 
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Ever wondered how much bad 
sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, “The 
High Cost of Sitting”. No 
charge—no_ obligation—just 
good common sense. 


A complete line of executive, stenographic, recep- 
tion and institutional chairs—posture-designed 
for the person and the purpose. 


MAIL THIS COUPON NOW 


The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME 


COMPANY 


TITLE 


CITY. STATE 
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| 
| 
| 
ADDRESS, 
| 
| 
| 
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POSTURE CHAIR CO. 


ee aie 


OFFICE MANAGEMENT AND EQUIPMENT 


COMING EVENTS 


Midwest Filing Conference...... - ....October 7th 
18th Annual Conference 
Edgewater Beach Hotel, Chicago 
American Standards Association............... October | Ith-14th 
31st Annual Meeting 
Waldorf Astoria, Hotel, New York 
Systems & Procedures Association of America....October |4th-I5th 
National Systems Meeting 
Bellevue-Stratford Hotel, Philadelphia 
National Institute of Governmental Purchasing. .October 23rd-26th 
4th Annual Conference and Products Exhibit 
Hotel Cleveland, Cleveland, Ohio 
National Business Show...................... October 24th-29th 
Grand Central Palace, New York 
National Office Management Association....... October 28th-29th 
National Methods Simplification Clinic 
Sheraton Hotel, Detroit 
National Office Management Association... ... October lOth-I Ith 
3rd Regional Conference and Equipment Exposition 
Hotel Fontenelle, Omaha 
Industrial Management Society...............November 2nd-4th 
13th Annual Time & Motion Study Clinic 
Sheraton Hotel, Chicago 
Society for the Advancement of Management... November 3rd-4th 
Hotel Statler, New York 
American Standards Association.............. January 23rd-27th 
Five-Day Seminar 
Engineering Societies Bldg., 29 West 39th 5+ 


New York 


AMA Conferences 


I ere October 20th-2Ist 
Hotel Statler, New York 


oan ek hee ene ae cs November 1Oth-IIth 
Palmer House, Chicago 
WOM, i. ios bwarnces Paemmaientoe eee : ._December Ist-2nd 
Waldorf Astoria, New York 
PU, an. i ccctein melee SON ea nt ake eae December 1|5th-l6th 


Drake Hotel, Chicago 
General Management January |8th-20th 
St. Francis Hotel, San Francisco 


vs OC Oe ee FE IS: February {3th-I5th 
Palmer House, Chicago 
ics, CE ee eo a een ..March 15th-17th 
Hotel Statler, New York 
oe cg, A Es OE eerie April 3rd-5th 
. Hotel Statler, New York 
PINE <tiotwircst waaeene reset: .. April 24th-26th 
Navy Pier, Chicago 
ee 


May 22nd-24th 


General Management ............... 


7 vas June Ist-2nd 
Waldorf Astoria, New York 


TSA Hears Mrs. Titchener 


After the regular dinner meeting at Whyte’s Restau- 
rant, New York, recently, the Transcription Supervisors’ As- 
sociation of New York, heard guest speaker, Mrs. Dorothy 
Titchener, first vice-president and program coordinator of 
the Business & Professional Women’s Clubs of New York 
State. 


In her talk, she outlined the aims and purposes of State 
and National Federation of the Clubs, and explained what 
membership in them means from both a club and individual! 
standpoint. 

The incoming officers of the Supervisors’ Association for 
1950, were reported on in the September issue of OFFICE 
MANAGEMENT. 


For Photo Copy Departments 

General Photo Products Co., Suite 109, Chatham, N. J., 
manufacturers of Tru-Copy photo equipment and supplies, 
offers all organizations having their own photo copying de- 


partments, a free bottle of Fixer-Tester, a liquid that enables ' 


operators to know when fixing solutions are exhausted. 

Request should be made on company letterhead and should 
specify make and model of machine on which testor will 
be used. 
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YOU DON'T NEED A THOMAS COLLATOR 


if you can hire a girl like this. Until you meet one, however, a THOMAS 
COLLATOR will save money—save time—save space, for you. Remem- 


ber, THOMAS COLLATORS CUT COSTS by 40-70%. Write or ‘phone ! 


us today for literature, prices and the name of your nearest dealer. 


“ a omas ec anical faults or ren . 
, y es oo f RUZ 


th ata 30 CHURCH STREET NEW YORK 7, N. Y. oa 
Mh Digby 9-2270 


o AMERICA’S GREATEST BUY — 
" IN STENCIL DUPLICATORS 


ind More Automatic Features Than 
- - In the Most Expensive Machines 


The sensational RUDCO Model 100 
offers more automatic and improved 


u- features than found on even the most 

s- expensive stencil duplicators. It has a 

~ completely enclosed cylinder with internal MODEL 100 

0 brush action—eliminating all possibility 

rk of messy operation. Equally important is its auto- omnes $85 


matic roller action that contacts the cylinder only (Counter $10 extra) 


ate when a sheet of paper is in printing position. 
we The RUDCO handles paper or card stock—post card to COMPARE THESE FEATURES 
: legal size—and registration is always hair line accurate. 1. Fully Automatic 
i : 2. Automatic Inking 
- The RUDCO is built for hard use—and abuse. Com- 3. Completely Enclosed Cylinder 
CE pare it, feature for feature, with the most expensive stencil : ae —— — Aaten 
machines in the field. You'll quickly realize that here is ; a 
today’s greatest buy in duplicators, regardless of make— 7. Ball Bearing Construction 
regardless of model! 8. Hairline Registration 
9. All Steel Frame 
J., _ 10. Easy to Use 
i Witte af Guee ter Compiate tateemation 11. Built for Years of Trouble-Free Service 
de- 
les | 


£6 WRB ecion Se. : NC 18 W. 18th Stree 
EE Chicago, Illinois *” Hew York: (fae 
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the most direct way to address 
direct mail 


DUPLISTICKERS 
ND MAIL AIDS 


the 

direct mail 
mainstay 
of the country’s 
largest firms 


425 textes 


Eureka’s original Duplistickers and Mail Aids offer 
the simplest, fastest and most economical method of 
addressing direct mail pieces! Perfect register, espe- 
cially made paper for clear carbons, a wide choice of 
sizes and colors, 2 minimum of perforations: all of 
these combine to make Eureka’s original Duplistickers 
the most direct way of addressing direct mail — in 
the most economical fashion! 


“= 
' Accept no substitute! For H 
1 best results, insist on the 1 
! original Eureka Dupli- i 
| stickers* and Direct Mail 1 
1 Aids! , i 
1 | 


EUREKA SPECIALTY PRINTING CO. Scranton, Penna. 
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Changes Noted in IBM Executive Branch 

International Business Machines Corp. has innounced 
the following promotions and changes in the executive man- 
agement of the corporation for the United States and the 
rest of the world. 

Thomas J. Watson, president of the company since 1914 
was elected chairman of the board, chairman of the execy. 
tive and finance committee of the IBM organization, ang 
chairman of the board of the IBM World Trade Corp., newly 
organized as a wholly-owned subsidiary to handle IBM busj- 
ness outside the United States. Mr. Watson will serve as 
chief executive officer of both companies and will divide his 
time between the domestic and foreign organizations, 

John G. Phillips, executive vice-president and director 
was elected president. Mr. Phillips, who joined IBM in 198 
as secretary to Mr. Watson, has served in every other cor. 


Thomas J. Watson John G. Phillips 


porate office in the company. Thomas J. Watson, Jr., vice- 
president and director, was elected executive vice-president. 
Mr. Watson, Jr., joined IBM in a sales capacity after gradua- 
tion from Brown University in 1937, and became a vice- 
president and director in 1946. 

Other important changes made, were those which included 
Dause L. Bibby, general manager of the IBM at Pough- 
keepsie, N. Y., who was elected vice-president, with head- 
quarters at Endicott, N. Y.; William L. Lewis, also elected 
vice-president, and I. Smith Homans, Jr., assistant to the 
president, who was promoted to executive assistant at 
Poughkeepsie. 

The new IBM World Trade Corp. will be operated entirely 
separately from the domestic organization, and under a sep- 


| arate group of officers and directors. In addition to Mr. 


Watson, as chairman of the board, the officers are: Joseph 
T. Wilson, chairman of the executive committee; Harrison 
K. Chauncey, president; Arthur K. Watson, vice-president; 
James G. Johnston, vice-president; Lawrence P. Pennell, 
treasurer, and Harold Christenson, secretary. 

The board of directors of the IBM World Trade Corp. 
include: Thomas J. Watson, Mr. Wilson, Mr. Chauncey, 
Arthur K. Watson, Mr. Johnston, and G. Harry Sheppard, 
president of IBM Company, Ltd., of Canada. 


Rubber Mats Being Produced 

A new series of sponge rubber mats and runners is 
being produced by the Atlas Sponge Rubber Co., 806 East 
61st St., Los Angeles. Available in a variety thicknesses and 
colors, they are effective in preventing foot and leg strain of 
employees who stand on concrete or tile floors. Other ad- 
vantages claimed are safety, reduction in noise, and of course, 
increased employee efficiency and goodwill. 


Esterbrook Catalog of Interest 
A new, 32-page, spiral-bound catalog illustrating and 

describing their lines of fountain pens, mechanical pencils 
and allied products, has been made available by the Ester- 
brook Pen Co., Camden, N. J. 

Written in three sections, it is a valuable reference for 
companies since complete descriptions of all products are 
given, and are accurately reproduced in four colors. 
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Improve Writing Efficiency 
in Your Office 


with Sengbusch 
Handi-pens 


now equipped with 


(screw-in feed and point) 


The Sengbusch desk-set line gives you 
the utility and appearance that please 
both routine workers and demanding executives 


Vibi y-in feed and pen-point i added feature in the Sengbusch reasonably priced. 

a . sh ing igs 7 ave famous “Capillary Action” inking principle—Hold 6-months’ 
Note! The popular wedge-feed is still available, because many large supply of ink. Thanks to the scientific Sengbusch method of inking, 

users like the economy of this feed when replacing pen points. there is no ink deterioration or waste; the last drop of ink in the con- 
Handi-pens appeal to busy executives and professional people—because tainer is as fresh as the first. : 

they offer smooth, efficient, instantaneous writing service. : _ Let these practical writing features save you time and bother. 
{eeal for the entire office force—they save time and eliminate disturb- Stan ardize on Sengbusch Handi-pens—order from your stationer today. 
ing annoyances such as constant refilling, clogging, flooding. They are Write for circular 


SELF-CLOSING INKSTAND co.., 1109 Sengbusch Building, Milwaukee 3, Wisconsin 


\ 
\Wi 


-) THE QUALITY LINE OF FILING SUPPL 
RDEX AND GUMMED SPECIALTIES... =~ 


GUIDES 
FOLDERS 

INDEX CARDS 

VERTICAL FILE GUIDES 
ADDING MACHINE ROLLS 


PROTEX LOOSE LEAF PATCHES 
INDEX TABS 

BLANK INDEX STRIPS 
TRANSPARENT INDEX TABS 
PAKNEAT SEALING TAPE 
ROLLED LABELS 

PIN TICKETS 


The Warshaw Mg. bo. ive 
pat ke tee 


1 Main Street Hrooklyn 1 ie 
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SMARTLY DESIGNED 


IN MODERN 
STYLING 


4807'/2 


A Natural 
with Modern 
Wood or Steel Desks 


Will make any office .. . 
reception or conference 
room .. . comfortable 
and efficient. 


Chairs harmonize with other wood and metal in- 
stallations. This grouping is exceptionally 
serviceable and flexible in office application. 
They are extra value chairs, affording decorators 
styling without fussiness. 


Mail C oupon Today 
for illustrated folder 


and name of nearest dealer. 


TheTaylor Chair Company 


BEOFORD, OHIO, U.S. a. 


Please send illustrated folder and name of nearest dealer. 


‘ 

1 

1 

l 

| 

Name .. sioitatd Leite weaterisia ee Ee Re ee ! 
Address . 
1 

| 


| 
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Office Executives Resume Meetings 
The first fall meeting of the Office Executives 


4550Cla- 

tion of New York, the local chapter of the National Office 

Management Association, took place at the Belmont Plaza 

Hotel on the night of September 21st, with Elmer L. Helm. 
Shell Oil Co., OEA president, presiding. 

Mr. Helm called on Ben Fowler, New York Housing 

Authority, to introduce the evening’s guest speaker. William 


Exton, Jr., personnel consultant, who spoke on “Effective 
Management of Personnel.” 

Mr. Exton painted a sorry picture of business organizations 
whose personnel lacked proper orientation to the degree that 
they didn’t know why they were performing their jobs. 

“We must remember that most people when they come 
onto a job are literally afraid to ask questions,’ Mr. Exton 
said. “They don’t want to appear ‘dumb’—they don’t know 
how much they are supposed to know already. Frequently, 
a new employe, whether hired green or supposed to be expe- 
rienced, will simply look wise, say nothing, and let a lot of 
stuff go by. And if you are not aware of the vacuum that 
exists in that situation, you will miss a chance to communi- 
cate in a way that will have a number of different effects 
on the employe.” 

The office manager who “reaches” green employes with 
an effective “communication” program will not only be 
supplying him with required information for their work, 
Mr. Exton said in effect, but will also enable them to make 
a proper emotional adjustment which will make him aware 
of conditions on the job as they actually exist. 

“Just smiling at them every day is not enough,” Mr. Exton 
warned. “The superficial kind of human relations involved 
in being a ‘big brother’ to everybody in your organization 
will not do the job by itself.” 

It is up to management to give the new employee ‘mean- 
ing’ for his job,” Mr. Exton said. 

“If they work for pay alone,” he said, “can you expect to 
get from them any more than the least that they can do and 
still get paid?” 

Mr. Exton cited numerous examples of successful indoc- 
trination programs, and pointed out from actual newspaper 
articles, failures in big corporation personnel administration. 

Earlier in the program, Mr. Helm quoted from a letter 
sent to him by Hugh A. Wichert, Fairmont Foods, Inc., 
Omaha, Neb., head of NOMA, who greeted OBA, and called 
for the greatest cooperative effort for the betterment of 
office management. 

Mr. Wichert is to be guest speaker at OEA’s October 
meeting. 

Homer Harrison, Kenneth H. Ripnen & Co., told of the 
chapter exhibit which would be opened at the Business 
Show, and called for 25 volunteers to man it. 

Mr. Helm warned that “you get out of the meeting only 
what you put into it,” but called attention to the newly 
created Membership Participation Committee, headed by 
George W. Oliver, Jr., Thomas Mechanical Collator Co., 
whose efforts in the future will be directed toward interest- 
ing new members in the work of the various committees s0 
vital to chapter progress. 

Only Elizabeth Weeks, American Standards Association, 
was on hand to accept the Noma Scholarship award, made 
by L. E. Gillett, American Chicle Co., chairman of the Schol- 
arship Committee. The other winner was Leon Bogard, 
General Foods. Rudolph Lang, general chairman of the 
Office Week Forums, to be held in conjunction with the 
National Business Show at Grand Central Palace, October 
24th through the 29th, told of plans to present an outstand- 
ing group of speakers, and introduced to the meeting those 
individuals who are working for the Forums. 

As has always been the case, the meeting commenced with 
a fellowship hour, followed by dinner. The program com- 
menced at 8 p. m. 
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REMEMBER THESE DATES 
OCTOBER 24 to 29. 1949 


The New York 


NATIONAL BUSINESS SHOW 
AMERICA’S EFFICIENCY EXPOSITION SINCE 1904 


and 


OFFICE WEEK FORUMS 


Conducted by 


THE OFFICE EXECUTIVES ASSOCIATION OF NEW YORK 
New York Chapter—National Office Management Assn 


GRAND CENTRAL PALACE 


Lexington Avenue beween 46th and 47th Streets 


For information — write Elmer L. Helm, President O. E. A. 
National Business Show Co., 30 Vesey Street, New York 7, N. Y. 
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It costs less to buy the 
WORLD'S FINEST. 
PENCIL SHARPENER 


. - | 
Apsco CLIMAX | 


® Climax Sharpeners with special heavy duty 
cutters sharpen over 4 times as many pencil 
points as any sharpener on the market. Heavy | 
duty cutter head...double bearings...durable 

all steel construction ... automatic chuck... 
point adjuster with positive steel pencil stop | 
...Means more points per pencil—less pencil 
waste—plus years of trouble-free service. 
Climax sharpeners may be permanently | 
installed or used as portable units. Call or | 
see your dealer for demonstration now! 


AUTOMATIC PENCIL SHARPENER CO. 
1821 Eighteenth Ave., Rockford, Illinois 
(Sales offices in North Hollywood and Toronto) 


C Send literature and name of nearby Apsco dealer 


PN tt enc insn a anenca canna . 


NINE fide mcr eedin sa cinsaaie ; 


Address - - -- 
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Filling Flo-master Fountnbrushes is now a pleasure 


| tainers SAVE TIME — SAVE INK — and SAVE TEMPERS, 


IN A TUBE 


4 ounces 


sy 
> 


e@ Tube made of transparent ‘‘clear- 
site’ 

e@ Permits instant identification of 
color 


@ Spout-like neck means speedy pre- 
cision-filling 


IN CANS 


Yq pint — pint — quart 


@ Replaces old glass containers 

® Self-dispensing spouts for direct 
filling 

® No loss through breakage 


To the user of a Flo-master Fountnbrush, — 
“The miracle writing instrument” —the new 
packaging means less “time out for refilling”. 
Order a supply from your dealer. In seven 
colors and black. Cushman & Denison Mfg. 
Co., 135 West 23rd Street, N. Y. 11, N. Y. 


= = " a, 22 m —- ae eee Re ee > is 
oy 
, ; 
be 3 | 
‘ vp od -bYE 4 
; ai ae ( 
P | G00 Medicine t 
= Mr. 7] i) \ 
r | per mA y 
™ | ¢ DroP \ TF 4° 
a es Te (\ a A: a 
be ee ctalaey: 
id OO . ' i ) te . ia wa 4 eel ea 
: fee SSS "ee il eee 
be . hah ~ | 
= nj _ ae... 
" : ———a ° “ ea Mee eit oo is “eet. s, a Pi 
: an on FLO-MASTER INKS are NOW 
h — | QO 
a eC 
es BP instead of a project. The new self-dispen q con- 
; a. 
mh, : a, 
é oe od ee 
& | \ % 
\ * 
-_ : Ce i ’) | ae 
= Gee 7? Zz 
ag Bx): 
: irate | et a 
3 .* Shay ] 
= I 7 
Z re I l yy 
% — 
* | | 
= I J 
ole 1 ! 
_ |i ~ | Bae 
* 1 ----------------------------- ---Zone.-- "| ts al 
. : Nt a sciadisdct me tcondniemea ne lanai ~~ FOUNTNBRUSH © 
fs 82 OFFICE MANAGEMENT AND EQUIPMENT October, 1949 
7 es, (a —, <n ee oO P| 2 fe i a — 4 4 
a + ies i aca Sa Ki — « ee le ae 


| | Pe 
i ' 


if. 


of 


A. 


749 


YOU WILL 
PROFIT 
BY USING 


Viational 
Prouctls 


BECAUSE 
NATIONAL 
ISA 

REAL 
QUALITY 
PENCIL 


The Cedar King, Nationally 
known, Nationally advertised, 
fast becoming America’s leading 
pencil buy . . . made in 5 de- 
grees . . . boxed in dozens. A 
complete line is at your service. 


Ask your local dealer. If he can- 
not supply you . . . write to us. 


P| 


CHD USA 223. N22 


Suse ~7eX "Cedar King 


NATIONALS 


NATIONAL 
PENCIL COMPANY 


SHELBYVILLE 
TENNESSEE 


New York Office: 220 Fifth Avenue 


October, 1949 


A HAND FULL 
OF VALUE... 


THE SUMAT 


ADDING MACHINE 


Zipper Carrying 
Case Available 


The lowest-priced 9-column adding 
machine on the market. Check these 
features: 614 pounds, short-stroke 
handle, 9,999,999.99 capacity, visi- 
ble totals, two-color ribbon, standard 
keyboard, and many other features. 


If your local dealer cannot supply 


you, write: 


SWIFT 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 


po. aa P _ — 
7 bi a 
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O.l, ROBERTS -/- 


a choice of 


COMPLETELY AUTOMATIC 
MACHINES 


NUMBERING 


200032 
MACHINES 


The instant automatic action of the Rapidprint 
Machines enables a heavy volume of work to 


be efficiently handled. Most offices will be 
amazed at the increased efficiency that these 
machines offer. Combinations such as num- 
bering and dating, time and numbering, remote 
control, dual impressions can be furnished. 


Write for further details on this 
NEW Rapidprint line. 


ROBERTS NUMBERING MACHINE CO. 


700 JAMAICA AVE. BROOKLYN 8, N. Y. 
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Controllers Institute Elects Carr 

William Herbert Carr, vice-president and 
of the California Packing Corp., San Francise», has been 
elected president of the Controllers Institute of Americ; 
succeeding K. Y. Siddall, comptroller of the Procter ¢ 
Gamble Co., Cincinnati, who was named chairman of the 
board. The election took place September 26th at the 
eighteenth annual meeting of the Institute, which was hel; 
at the Hotel St. Francis, San Francisco. 

The new president has been a member of the Institut. 
since 1934, and was one of the founders of its San Franecisey 
Control, which he served as president in 1944. Elected , 
national director in 1946, he became a national vice-presiden 
in 1947. He has been associated with the California Packing 
Corp. since 1941, having become comptroller in 1942, ang 
treasurer and a member of its finance committee in 194 


treasurer 


William H. Carr 


He was named vice-president and a member of the execy- 
tive committee a year ago. Mr. Carr has also been a director 
of the Alaska Packers Association since 1945, and is an 
officer of several small subsidiary and affiliated companies, 
He has served on the consulting faculty of the Stanford 
Graduate School of Business since 1937, and is now consult- 
ing professor of accounting at that institution. 

In addition to Mr. Carr, the following officers were elected: 
vice-presidents, Pacific Coast region: Edwin E. Balling, Jr, 
vice-president and treasurer, Latchford-Marble Glass Co, 
Los Angeles; Eastern Lakes region: William L. Clark, treas- 
urer and director, Buffalo Electric Co., Inc., Buffalo, N, Y; 
Middle Atlfantic region: S. Chaplin Davis, vice-president 
and controller, Baltimore Salesbook Co., Baltimore; Midwest 
Northern region: Lawrence G. Regner, secretary, Briggs & 
Stratton Corp., Milwaukee; Midwest Central region: Victor 
C. Seiter, controller, Citizens Gas & Coke Utility, Indian- 
apolis; New York Metropolitan region: Arthur Surkamp, 
vice-president and chairman of the finance committee, U. §. 
Rubber Co., New York. 

L. W. Yaeger, secretary-treasurer of Avon Allied Products, 
Inc., New York, was reelected treasurer, and Edward C. Hof, 
comptroller of the American Brake Shoe Co., also of New 
York, was renamed assistant treasurer. Walter Mitchell, Jr, 
managing director of the Institute, was renamed secretary- 
controller. 


Annual Report Award to Pitney-Bowes 

A bronze “Oscar of Industry” has been won by Pitney- 
Bowes, Inc., Stamford, Conn., for having the best 1948 an- 
nual report in the office equipment industry. In the final 
judging of an independent jury, the postage meter company’s 
report won top honors in the business machines classification 
of the Annual Report Awards, it was announced recently by 
The Financial World, sponsors of the contest. The trophy, 
considered one of the most prized awards in the field o 
public relations, will be presented to William F. Bernatt, 
the company’s executive vice-president, at a banquet at the 
Hotel Statler in New York. 

More than 4,500 corporation annual reports were sub- 
mitted in the annual national survey, and these were judged 
in various industrial and financial classifications for “Bes 
of Industry” awards. 
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Order the popular Weldon Roberts 
Eraser No. 1010 HEXO Cleaner NOW. 


At Your Stationer's 


WELDON ROBERTS RUBBER COMPANY 


Your Office Queens | MURPHY CHAIRS 


will oe gordon when they a NO. 227 POSTURE CHAIR 

comferts ble ~MURPH-EASE STENO W ood—Pecan, Walnut or Mahogany fin- 
CHAIRS. You'll be surprised how ish; Oak, Light Oak or Brown Oak fin- 
ish, Seat 17%" x 14%4"—Height of back 
these chairs will step up your office adjustable 16" to 18°—Weight 37 Ibs. 
efficiency. No more lounging in the 


rest room to relieve an aching back. 


Smoothly rounded front rail prevents 
pressure at the back of the knees... . 
FIVE adjustments of spring tension, 
seat and back height provides firm, 
gentle support to individual comfort 
requirements, 


—ask 


your 


Murphy 


Dealer. 


or 


write for Y Murphy Gair @mpany 


SINCE 1872 OWENSBORO, KY. 


details 


THE WORLD'S LARGEST EXCLUSIVE CHAIR MANUFACTURER 
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INTERCOM 


Years ahead of its time 
in operation and design! 
Write for Catalogue K-5 


THE NATIONAL 
BUSINESS SHOW 


GRAND CENTRAL PALACE, N. Y. 
OCT. 24-29, BOOTH +45 


EXECUTONE INC., 417 Lexington Ave., N. Y. C. 


CLOSE OUT SALE... 


Direct from factory to you! 


. 
Steel Office Tables 
24" x 36" by 30!/>" high 

Rugged tables, 16 gauge steel 
top, covered with }4” thick- 
ness Armstrong Recivon, 
aluminum trimmed. Heavy 
steel, detachable tapered 
legs. Green enamel finish. 
Ships knocked down—60> 
erated. A bargain while they 
last. 35000. 


Only $29.50 


Same rugged table, 26” high, 
with drawer—ideal for typ 


ists. 25200. $35.00 


Storage Cabinets (it’s a steal) 
All steel 72” high, 34” wide, & 18” deep. 4 adjustable 
shelves. Electrically welded. Swinging doors, equipped 


with 3 point lock. Shipping weight 1304. 
eR redo nnaniaee Only $37.50 
Filing Cabinets—4 drawer letter size 
Heavy gauge steel with baked glossy olive green enamel 


finish. Ball bearing roller suspension. 52” high, 15” wide 


by 27” deep. Shipping weight 1202. £501 
—with lock, $40.50. #500—without lock Only $35.50 


Write for other bargains 
All prices FOB Dallas 


Pines Manufacturing Co. 
9222 Addis St. Dallas, Texas 
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Burroughs Subsidiary Buys Canadian Firm 
Acme Carbon & Ribbon Co., Ltd., of Toronto, Canada, 
manufacturers of carbon paper, business machine ribbon and 
ink, has recently been purchased by Burroughs Machines, 
Ltd., of Windsor, Ontario, a subsidiary of Burroughs Adding 
Machine Co. of Detroit, John S. Coleman, President of Bur- 
roughs, announced. 
“The Acme Carbon & Ribbon Co., Ltd., will continue its 
operations as a subsidiary of Burroughs,” Mr. Coleman 


“and we are fortunate that Mr. J. A. Campbell, for- 


merly President of Acme, has joined our organization and 


will remain in charge of Acme as a general manager. 

“J. H. Crossingham, formerly vice-president and chemist 
for Acme, has also joined Burroughs in the capacity of 
chemist and technical advisor. He will continue to make his 
headquarters at the Acme plant.” 

“The acquisition of these new facilities,” Mr. Coleman said, 
“will supplement in an important way the manufacture of 
office machine supplies which Burroughs has carried on for 
many years, and through this new arrangement, both Bur- 
roughs and Acme will be better able to serve business in the 
future.” 


IBM Product Literature Available 

Coincident with the announcement of several new 
products, International Business Machines Corp., 590 Madi- 
son Ave., New York, have released informative literature 
regarding them. 

Available from IBM now, the folders bear the titles and 
form numbers as follows: Cardatype 52-5727-0; Accounting 
Machine, 52-5721-1; Card-Programmed Electric Calculator, 
52-5731-0; Electronic Statistical Machine, 52-5726-1; Card 
Punch, 52-5719-1; Alphabetical Collator, 52-5730-1; Consecu- 
tive Spacing Time Recorder, 53-5717-1; Electric Executive 
Typewriter, 55-5582-0; Accounting Machine (3-lines from 
one card type), 52-5303-3. 

Other pamphlets available are those on the company’s 
Service Bureau, 52-5722-0; Market Research Analysis, 52- 


| 5724-0; and IBM Service, form number 50-5757-0. 


1IASA Committeemen Named 

Earl C. Fay, comptroller, Liberty Mutual Insurance 
Co., Boston, has accepted the chairmanship of the Insurance 
Accounting and Statistical Association’s uniform accounting 


| committee. The committee is made up of both casualty and 


fire companies. The men serving are as follows: 

Casualty: Dudley M. Pruitt, General Accident Fire and 
Life Assurance Corp., Ltd.; Thomas F. Tarbell, Travelers 
Insurance Co.; C. G. VanderFeen, National Surety Corp. 

Fire: E. J. Crapser, Pacific Fire Insurance Co.; Elmer 
Domke, Millers National Insurance Co.; O. C. Moffatt, Na- 
tional Retailers Mutual Insurance Co.; W. E. Shackley, Cen- 
tral Manufacturers Mutual Insurance Co. 

John A. Mills and William H. Crawford, vice-presidents 


| of the I A. S. A. casualty and fire sections, respectively, are 
| ex-officio members of the committee. The purpose of the 


committee is to promote uniform accounting regulations and 
procedure that will produce essential information, and which 
are practical and economical. 

The committee expects to have a casualty and a fire com- 
pany representative at all important industry and combined 
industry meetings and also will do its best to keep the mem- 


| ber companies of the I. A. S. A. informed of developments 


and prospective developments. 


New Addressing Label Marketed 

The Penny Label Co., 220 West 19th St., New York, 
has announced the invention of a new addressing label which 
they call Carbo-Snap. It is a multi-addressing, gummed and 
perforated label sheet with built-in carbons. It is made in 
duplicate, triplicate, and quadruplicate form, and since the 
carbons are already interleaved between the label sheets, 
it is said to cut addressing time in half. 


October, 1949 


Cw 


to RS. ee a oe 0  —— a a ane a) 
me 60SEC 
a [HE gz : 
aot — ee 
Fig ——<—S= 
\ —a eee 
" = | 
— 
if | 
2 ———— 
£ | 
4 SSS ee 
ce | 

. 

— | 

i | 

# . ee a | 

a a So - 2 ie ele 


49 


MAPTACKS FLASH 
COMMANDS FOR 


IN THE MARCH OF 
MODERN BUSINESS, 
GRAFFCO SIGNALS AND 


CAESAR’S LEGIONS ON THE 


MARCH SIGNALLED FOR ACTION 
BY FLASHING THE SUN FROM 
SHIELDS IN A PRE-ARRANGED 


Pat = 
Wey 
li ww 


~~ 


VISIBLE 
ATTENTION 


AND INSTANT ACTION NU-VISE 


CELLUGRAF 


NU-VIZ 


MAPTACKS * 


SIGNALS 7 


_ and MAPTACKS 


GEORGE B. GRAFF CO., CAMBRIDGE 40, MASS. 


October, 1949 


“Springboard typing” is an old story to man- 
agers of offices, especially with the new 
heavier machines. For poor spacing, piling, 
poor touch and uneven-looking work are not 
always caused by a faulty machine or a poor 
typist; often they are caused by an unsteady 
support, easily remedied by ‘“Jac-A-Desk” 
Side pedestal typewriter desks soon wear to 
allow the machine to vibrate and bounce. 
With this condition, poor work is bound to 
result. BUT, slip a “JAC-A-DESK” under 
that typewriter platform and all vibration, all 
bounce, all creeping is eliminated, for the 
*“JAC-A-DESK” is a third point of support 
that makes the platform rock steady, im- 
proves work instantly. 


Simple to use, easy to store, the “JAC-A- 
DESK” is a reasonably priced accessory of 
great value to every office. Supports over 
200 Ibs., light weight, satin finish, fully 


a eed f life- 
time of ue. Sed each 


Write today for complete information 


Gonco Manufacturing Co. 


1253a S. La Brea Ave. Los Angeles 35, Calif. 


— eo | 
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WHEN YOU NEED 
MARKING DEVICES || 
Fulton 

HAS THEM FOR YOU || 


Prompt Shipment of 


; : Service and Fulton Daters and Numberers 
Deluxe and Special Business Outfits 

: ee Sign Making Kits 

mn Dri-Kwik Stamp Pads and Ink 


7 Fulton Stamp Pads and Ink | / f 5 t ood th € 
r, All Weather Wood Block Pads and Ink test fo r 50 yea rs 


Write for Catalog 


Big business has discovered this little soap 

eraser... tried and tested for 50 years. You 

F ulton SPECIALTY tx. | see it in offices everywhere. There’s no gen- 
Factory and Showroom eral pencil eraser like it in the world! 

82 Fulton Street Elizabeth I, N. J. 


| THE ROSENTHAL CO., 45 E. 17 St., New York 3 


‘Save Time and Money! 
File and Find with 


© /ssstte »THOLE r 


Pat. Pending 

Watch your file clerks at oe 
work today. If they are using ; 
the conventional type of 
| folder they will be heaving 
° - . and tugging heavily laden 
originated this type of fastener. and as folders back and forth in the 
pioneers maintain the highest quality psectghhacigecl eet gi aaacaliaaaas 


2 i ak costs you money. 
in material and serviceability. 


Using Guide-O-folders, all 
that time and money cun 
suming wasted energy is 
saved—for Guide-O- folders 
hang and glide along on 
metal frames. 


Look to ACCO for your fasteners. 


ACCO PRODUCTS. Ine. 
OGDENSBURG, N. Y. Increase the speed, accuracy 


In Canada: Acco Canadian Co., Ltd., Toronto and taciiity of Ging snd THE HANGING FOLDER WITH 
finding by using Guide-O- 
folders. See your stationer ADJUSTABLE METAL TAB 


today, or write tc us for in- 
2- 7 formation. 
‘Mo fi C7 — 
——— ——[S[SSS—= 


GUIDE SYSTEM & SUPPLY CO. 
| 335 Canal Street New York 13, N. Y. 


WEST COAST REPS. GUSSCO SALES INC. 
} 337 WINSTON ST., LOS ANGELES, CALIF. 
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ACCO FASTENER 
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"Slot-Lok" 


€L8E). POST BINDERS 


With Time-Saving, Positive-Locking Mechanism 


Full Biue Slate 
canvas with Black 
simulated leather corners. 

Nickeled metal parts. 3/16" dia. 
posts. 46 stock sizes, solid or sec- 

tional post styles. 

File all miscellaneous office records quickly and easily the ‘'Slot-Lok" 
way. Frequent insertions and removals are no problem with the "'Slot- 
Lok" time-saving mechanism—top cover simply slips on and off with 
ease. A flick of the finger operates posttive-tocking slide button device. 


"Slot-Lok"’ Post Binders are economical too—when full, use as a perma- 
nent record binder. You will be surprised at their low cost. 


Write for Catalog No. 50 Today 
ELBE FILE & BINDER CO., INC., Fall River, Mass. 


New York—200 Fifth Avenue Boston—I0 High Street 


EVER mame 


* Higher Quality Since 1903 


HEKTOGRAPH 


R COST WAY OF PRINTING 
cators for home, 


thempendies part ; 
business, or school. 

Hektograph—A time tested, money saving 

. way of duplicating many runs of 50 to 100 

\ copies of anything written, typed, or drawn. 

\ Flat metal pan stores easily when not in use. 

Refill—Brilliant copying composition for re- } 

newing any pan duplicator is simply heated 

and poured from can making possible 

many more quick and easy copy runs. 


Write for 
Complete Catalog 


Offered by Leading Dealers Everywhere 


THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 


October, 1949 


IF YOU HAVE AN OZALID, BLUEPRINT, BRUNNING 
| OR SIMILAR REPRODUCTION MACHINE, You Need 


a CAMEO Transparentizing Kit 


S| 


Cow 
cnaqpanewminil 
| 


Save Time! 
Save Money! 
Be Efficient! 


And you can do it 
Without any spilling 
Without any mess 
Without any photography 


This Cameo Transparentizer opens an entirely 
new field for you. With it you can render 
Printed Matter, Drawings, Maps, Offsets and many 
other one-sided opaque material translucent and 
thereby reproducible, which were previously be- 
yond the sphere of your reproducing equipment. 
This is all you do. 


Insert Paper Roll 
This is a SAMPLE OF 
The effectiveness of the SEND NOW for your complete 

CAMEO KIT consisting of: 
1. Cameo Transparentizer 
2. One Qt. Cameo Solution 
PARENTIZED. 


3. One Rubber Roller 
Prompt Shipment— 
Write for Our Circular $1 5.00 F.O.B., N. Y. 


COMMERCIAL REPRODUCTIONS 


30-05 8STH STREET JACKSON HEIGHTS, N. Y. 


CLAR-O-TYPE? — 


ES 
MAM ING TIDY! 


Clean up your correspond- 
ence with CLAR-O-TYPE! It 
sharpens dull, ink-clogged 
type, gives impressions that 
are clear, crisp and readable. 
Quick — thorough — non- 
inflammable. The sturdy 
dauber eliminates brush- 
ing and spattering. 
CLAR-O-TYPE evaporates 
slower, giving more clean- 


CAMEO TRANSPAR.- 
ENTIZER. The unread- 
abe, mottied portion of 
the sheet was not treated, 
the clearly readable por- 
tion was CAMEO TRANS- 


Price only 


ings per bottle, so lasts longer =— 
i : SSS 
and is more economical. SS 


f 


¥} 


[ 


THE CLAROTYPE CO., INC. 
261 Broadway, New York 7. 
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HODGMAN'S NEW & OUTSTANDING 


DESK PADS 


Smartly designed and 
handsomely finished, the 
pad is made of special 
pure rubber compound 
in a mahogany color that 
blends in with any desk 
surface. This new Desk 
Pad by Hodgman will not 
mar or scratch the desk top, provides perfect writing area 
with slots at top to hold pens or pencils and a groove for 
inserting name or initial plates. Easy to keep clean, the 
pad will withstand hard usage for years. Packed 6 pads per 
carton. Available in two sizes: 19 x 24 weighs 4% is 


while 20 x 34 weighs 61% lbs. 


4 y 
q y 
. y 
4 y 
a y 
& y 
. y 
¢ y 
. y 
¢ y 
€ HODGMAN'S FAMOUS NEVA TWIST y 
€ FOR IMMEDIATE DELIVERY - y 
s The all-rubber cord ; y 
4 cover specifically de- * 
signed to prevent the 
7 kinking of telephone 9 
@ for use “on troners, y 
¢ tenenene and ther 7 
(cords. Neva-Twist . 
withstands wear and 
4 constant usage, has y 
no rough edges, won't 
4 crack, break, or scratch 9 
4 because it is compounded from pure rubber. ,) 

Packed three dozen per carton and one gross to master 
q carton. Weight is 24 pounds per gross. ‘ 
‘ y 
+ y 
‘ y 


CORD COVER 
(> TELEPWONES AO APPLANCES I 


) PREVENTS WEAR AND 
p=) CLIMIMATES RINGING 
-—, 


{ 
Ne Oe cm es 4 8 | 


ORDER FROM YOUR STATIONER 


HODGMAN RUBBER CO. 
FRAMINGHAM, MASS. 


NEW YORK CHICAGO SAN FRANCISCO 
W B'\O'O'O 'O'B'B'O'"B'OD'"OD'B'"D'"B'"B'OD'"D'D 


AT LOWER THAN EVER PRICES 


ARM RECESSED 
IN HEAD 
TO INSURE 
RIGIDITY 


® New lugs allow easy ink ruling. 
® Precision made with accurate edges. 
® Transparent plastic for unhampered view. 
® Light for ease in handling. 

® 15, 18, 24, 30 and 36 inch sizes. 


Write for Complete C-Thru Catalog 


RULERS + TRIANGLES - NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - orTmee bevices 


C-THIRW ZZ 


HARTFORD, ¢ O NN 


“= Se, = al 


CLASSIFIED ADVERTISING 


Rates are |5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


{ 
| 


Help Wanted—Male 


| BUSINESS ADM.: For Profs. Advertising, accounting, Mgt., Mktg. 
| Retailing, etc. Masters-Doctors Degrees. Colleges-Universities. Salaries 
| to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


Position W anted—Male 


OFFICE METHODS & Procedures Specialist: Ten years’ experience 
Procedures, Layouts, Manuals, Design Standardization and Contro} 
All Reproduction and Printing Methods, plus correct Applications. Not 

theory—Practical “‘Know How” all phases. Presently in South America 

Oy etal capacity. Seek similar assignment anywhere abroad. 
M-55. 


Employment Service 


| QUALIFIED MEN whose earnings have been $3,000 and up. This 
| confidential exchange, now in its 19th year of service to high-grade 


men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


Services Wanted 


ADDING MACHINE REPAIR SHOP wanted to handle local service 
contracts of well known electric adding machine. Opportunity to also 
act as sales agent. Write Room 802-C, 210 Fifth Avenue, New 
York 10, N. Y. 


Help W anted—Female 


COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad- 
way, New York, N. Y. 


Representation Wanted 


SIDELINE SALESMEN calling upon retail or wholesale stationers 
to sell new revolutionary way to polish furniture Without Hard Rubbing, 
Right While You Dust, using TutchOn Big seller. Ideal as gift 
Liberal commissions. Specialty Marketing Inc., 670 Lexington Ave., 
New York, N. Y. 


WORLD FAMOUS Calculating and Adding Machines, manufactured 
in Sweden are now being imported to this country. Available from stock. 
These machines would prove an interesting and profitable sideline for 
salesmen of office equipment selling directly to offices. Write Room 
501, 210 Fifth Avenue, N. Y. City. 

OUTSIDE SALESMEN wanted by 63-year-old office supplies store 
Member National Stationers Association and Stationers Guild of America. 
Excellent factory connections, including exclusive selling rights for 
many top-ranking lines. Write or call giving full particulars as to 
experience and education. The Stockett-Fiske Co., Inc., 919 E Street, 
N.W., Washington 4, D. C. 

SALESBOOKS, ONE-Time Carbon forms Snap-ER, Envelopes and 
Business Forms. Free illustrated price lists. ERSCO, cor. Compton 
Ave., Bronx 61, N. Y. 

SALESMEN WANTED to sell Swiss-made mimeograph - stenciling 
machine. Territory open, Metropolitan New York. Exceptional _oppor- 
tunity. Wespey International Corporation—11 West 42 St., N. Y. City. 
ATTENTION STATIONERS, Office Machine Dealers, Printers 
Handle our lines of office furniture and industrial equipment on a 
commission basis. Write for details, state territory covered. FEDERAL 
OFFICE EQUIPMENT CO., 1120 Pine Street, St. Louis, Mo. 


STATIONERS, OFFICE machine dealers and direct agents. For profit 
sell our name plates—mechanically engraved on laminated plastic. For 
offices, banks and institutions. G. F. BUNNELL CO., Amityville, 
New York. 


For Sale or To Buy 


OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup- 
plies. Wholesale, export. Checkwriters, adding machines, calculators. 
Check Writer Co., Inc., 169 William St., New York 7, N. Y. 


Patent Attorney 


PATENT ATTORNEY secures patents, trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature. Z. H. 
POLACHEK, 1234 Broadway, New York City. 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 


AMES SAFETY ENVELOPE COMPANY 
SOMERVILLE MASSACHUSETTS 
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Records Management Association Meets 

The regularly scheduled meeting of the Records Man- 
agement Association of New York, took place recently at the 
Oak Room of the Hotel Martinique, the location of all future 
meetings. 

Guest speaker at the latest meeting was M. William Zucker, 
director of the taxation and governmental affairs depart- 
ment of the Commerce and Industry Association of New 
York. 

In layman’s language, he explained the New York Tempo- 
rary Disability Law, pointing out the employee and em- 
ployer obligations as well as benefit rights under the law. 

Later, James T. Hurley of the Oxford Filing Supply Co., 
showed a sound motion picture, “The Uses of Pendaflex.” 


Catalog Available on Wali Products 

A twelve-page, full color catalog picturing and de- 
scribing Marlite plastic-finished wall panels and all other 
products made by Marsh Wall Products, Inc., of Dover, Ohio, 
has been issued and is available from the company. 


NOMA to Hold First Methods Clinic 

The National Office Management Association will hold 
its first National Methods Simplification Clinic at the Shera- 
ton Hotel, Detroit, October 28th and 29th, with the theme, 
Cost Minus. 

Sponsored with the cooperation of the Detroit Chapter, the 
clinic will feature four nationally-known speakers who will 
discuss the what, when, where, why, and how inherent in 
the philosophy, application, training, and selling of methods 
to management and manpower. There will also be documen- 
tary films on simplification, displays and awards of prizes 
for office gadgets, group and general discussions. 

Information as to registration can be obtained by writing 
to Ralph Sinn, general clinic chairman, Detroit Edison Co., 
Detroit. 


Underwood Appoints New Managers 

W. F. Arnold, vice-president and general sales man- 
ager of the Underwood Corp., One Park Ave., New York, 
recently announced the appointments of F. C. Hall as re- 
gional manager at Memphis; Louis Dromgoole as manager of 
the Austin, Tex. branch; J. V. Fullbright and W. F. Reed as 
managers of the San Antonio and Beaumont branches, re- 
spectively. 


Night of Films for NOMA Chapter 

The York, Pa. chapter of the National Office Manage- 
ment Association held a “Night Of Films” at a recent dinner 
meeting in the Elmwood Grille, York. 

Among the films shown were “I Want A Job,” which 
pointed out the correct job approach, and the importance 
of appearance; “The Duties Of A Secretary,” an original pic- 
ture produced for the Underwood Corp.; and “It Must Be 
Somewhere” a new sound picture in full color, which por- 
trayed the profitable results of modern filing methods. 


Stedkmatler 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30!/2" High 


Electrically welded throughout. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


FUTURA GREY 4, Your Local Stationer 


ART STEEL SALES CORP., 


170 West 233rd Street, New York 63, N. Y. 
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CHANGEABLE LETTERS ON GROOVED CLOTH 
COVERED WOOD BLOCK—GLASS COVERED 


Furnished in: Oak, 

Walnut or Mahog- 

any. Size illustrat- 

ed: 10 x 2/2 with 

V2" letters. Price: 
50 w/name. 


37 EAST 1274 STREET 
NEW YORK 3, N. Y. 


Write Dept. OM-9. 


This is 
BOSTON KS 


mm. gives you more of 
everything desirable in 
@ pencil sharpener, plus 
new flowing graceful 
lines and added 
strength of all-metal. 
BOSTON Speed Cutters ’ 
(15 cutting edges). ‘ 
Guide permits 8 sizes : 
of pencils. Specify 
BOSTON KS. 


Cc. HOWARD HUNT 
PEN CO., Camden, N. J. 
Speedball Pens @ Hunt Pens 


LS ee a A a cr a ae er ce amr 


Reminglon Rand 
THE BUSINESS 


THAT SERVES 
ALL BUSINESS 


OS ee me Se a a ca a ae se se seer oe Bh 


... for INSTANT Identification 


fe 


Packaged 7—2" markers and 20 ready-to-use titles for 50c. 
Will stik tite to metal, wood, paper, glass, plastic, tile. 
Recommended for labelling shelves, bins, drawers and etc. 


PERMA PRODUCTS COMPANY 


1507 Burlingame Detroit 6, Mich. 
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Ss Two New Machines 


for FASTER Handling 
of Office Mail... 


By seavinc thousands of envelopes an hour, the new multi- 


Sealer eliminates last minute mailing rushes and expensive 
overtime. Designed to help any office meet outgoing mail 
schedules, statement and invoice mailings. Ideal for sealing 
payroll envelopes, too. 

Operation is simplicity itself. Just stack mail on the feed 
table and the multiSealer’s friction feed speeds them 
through, securely sealing and neatly stacking them in the 
receiving hopper. Adjustable pressure water feed assures 
uniform application of moisture to envelope flap. All-new 
metal sealing blade means positive sealing and constant 
cleanliness. Finished in soft gray wrinkle with satin stain- 
less steel trim. Small ... compact . . . efficient. 


multiOpener 


The new multiOpener will pay bes | 
for itself quickly through its abil- d 
ity to open and stack thousands of 
envelopes an hour! With it, all 
departments get mail faster, take 
care of correspondence sooner. En- 
tirely automatic. Assures uniform 


opening and complete safety of 
contents. Gray wrinkle finish with 
stainless steel trim. 


Call Commercial Controls . . . listed in your telephone directory ... 


or write Commercial Controls, Dept. OM- 109, for turther information, 


Metered Mail Systems « Letter and Parcel Post 
Scales « Letter Openers « Envelope Sealers 
Multipost Stamp Affixers « Mail Bags and Holders 
Mailroom Furniture « Endorsographs 
Ticketograph Systems « Mather Coupon Tickets 
and Supplies « Automatic Typewriters 
Automatic Stomp Vending Machines 


Sales and Service Offices in Principal Cities 


dmmercial 


ontrols” 


coeProrRation 


Rochester 2, New York Commercial Controls Canada Ltd., Toronto 1, Ontario 


| Mbentitions’ Sradbes 


Acco Products, Inc. ...... 88 
Ace Fastener Corp. ...... 21 
Acme Bulletin Co. ....... 91 


American Automatic 

Typewriter Co. 
Ames Safety Envelope Co. 90 
Art Steel Sales Corp. .... 91 


PI, TR. o5 as secede 77 
Automatic Pencil 

Sharpener Div. ........ 82 
Bankers Box Co. ......... 16 
Baasiek Co. The .....5..: 66 
Boorum & Pease Co. ..... 15 
Clarotype Co., The ...... 89 
Cedo Mig. Corp. ........; 72 
Cole Steel Equipment 

ee eee 53, 54, 55, 56 


Commercial Controls Corp. 92 
Commercial Reproductions 89 
Corry-Jamestown Mfg. 


BEY iiciiank ad baeaaaaie 18 
C-Thru Ruler Co. ....... 90 
Cushman & Denison Mfg. 

We. Sosweenetuntcadeeeos 82 
Dennison Mfg. Co. ....... 75 
Dictaphone Corp. ........ 11 
ae er er 6 
Eagle Pencil Co. ........ 71 
Eastman Kodak Co. ...... 65 
Elbe File & Binder Co., 

DL. dacuwedteueeenane see 89 
Eureka Specialty Printing 

ERS Sa eee 78 
Executone, Inc. .......... 86 


Faber Pencil Co., Eberhard 4 


Friden Calculating 
Machine Co., Inc. 


Fulton Specialty Co. ..... 88 


General Binding Corp. ... 14 
~ “y Fireproofing Co., 


~ EP EM yk eateg aa 

Globe-Wernicke Co., The 69 
Gonco Mfg. Co. .......... 87 
Graff Co., George B. ..... 87 
Gray Mfg. Co., The ...... 28 


Guide System & Supply Co. 88 


Hammermill Paper Co. .. 3 


Heyer Corp., The ........ 89 
Hodgman Rubber Co. .... 90 
Hotchkiss Co., E. H. ..... 26 


Hunt Pen Co., C. Howard 91 


Industrial Tape Corp. .... 17 
International Mfg. Co. 19, 20 


92 OFFICE MANAGEMENT AND EQUIPMENT 


Invincible Metal Furni- 


wre £0. ..:.. . 74 
Kee Lox Mfg. Co. . i 
Mosler Safe Co., The .... 19 


Murphy Chair Co., Inc. .. § 


National Business Show 
Be, Racine a maw ninwdaccee 81 

National Pencil Co. ...... 83 

Neva-Clog Products, Ine, 72 


Oakville Co., Inc. ........ 68 
Office Management & 
po | 16 


Perma Products Co. ..... 9] 


Pees Te: CB. cn on kncace Be 

Pitney-Bowes, Inc. ...... 22 

Plus Computing Machines, 
OD. -ntsiuacduniadiecnee 2 


Plymouth Rubber Co., Inc. 81 


Rapid Roller Co. ........ 70 
Remington Rand, Inc. .... 91 
Roberts Numbering Ma- 
WN I. iseeicncacueee 
Roberts Rubber Co., 
WOR. onictsacececaatal 85 
Rosenthal Co., The ....... 88 


Sengbusch Self-Closing 
Guatend Co. ....06s0e 


Smead Mfg. Co., Inc., The 27 
= & Davis Furniture 


Stromberg Time Corp. ... B 

Sturgis Posture Chair Co. 76 

Swift Business Machines 
ry 83 


Taylor Chair Co., The ... 80 


Thomas Mechanical Colla- 
tor Corp. 


ee ee R 

Underwood Corp. ..4th Cover 

Victor Safe & Equipment 
ae ey: 3rd Cover 


Warshaw Mfg. Co., Inc. .. 79 


Webster Co., F. S. ......- 67 

Yawman & Erbe Mfg. 
eS ee ee 1B 
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(MEET VICTOR'S, 


il 


CERTIFIED TO STAND UP 
UNDER ONE HOUR OF FIRE 


“does VICTOR FIRE MASTER INSULATED FILES 


Meet the unsung hero of the Victor line, the Victor 
Fire Master File. On the job 24 hours a day in 
thousands of offices, it is fully certified to rel 

2 pred er ae heat reaching 1700 


“mighty mite’’ of the insulated line, the Victor Treasure \/ 
can hold its own with much larger fire-resistive containers when 
‘it comes to protective qualities. Built like a small safe, F 
Treasure Chest is heavily insulated and is certified to protect paper 
tents for one hour through heat reaching 1700° F. Ideal 
office use, Treasure Chests are available in three sizes wi 


HE VICTOR SAFE & EQUIPMENT CO., INC. 


—" 2 2 > NEW YORK 
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Good to Look at... 


A Joy to Use... 
A Gem to Own 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
».-not shaded or blurred. 


Yuderwood. 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing .. . all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
. therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines ... Accounting 
Machines... Carbon Paper... Ribbons 
and other Supplies. 

One Park Avenue New York 16, N. Y. 
Underwood Limited, 135 Victoria Si., 4. 

Toronto 1, Canada 
Sales and Service Everywhere 
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